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CAREER  AND 

TECHNOLOGY 

STUDIES 


PROGRAM  PHILOSOPHY/RATIONALE 


J 


Through  Career  and  Technology  Studies  (CTS), 
secondary  education  in  Alberta  is  responding  to 
the  many  challenges  of  modern  society,  helping 
young  people  develop  daily  living  skills,  and 
nurturing  a  flexible,  well-qualified  work  force. 

In  Canada's  information  society,  characterized 
by  rapid  change  in  the  social  and  economic 
environment,  students  must  be  confident  in  their 
ability  to  respond  to  change  and  successfully 
meet  the  challenges  they  face  in  their  own 
personal  and  work  lives.  In  particular,  they 
must  make  decisions  about  what  they  will  do 
when  they  finish  high  school.  Many  students 
will  enter  the  work  force,  others  will  continue 
their  education.  All  students  face  the  challenges 
of  growing  independence  and  responsibility,  and 
of  entering  the  highly  competitive  workplace 
and/or  post-secondary  programs. 

Secondary  schools  also  face  challenges.  They 
must  deliver,  on  a  consistent  basis,  high  quality, 
cost-effective  programs  that  students,  parents 
and  community  find  credible  and  relevant. 

CTS  helps  schools  and  students  meet  these 
challenges.  Schools  can  respond  more  efficiently 
and  effectively  to  student  and  community  needs 
and  expectations  by  using  the  opportunities  in 
the  CTS  curriculum  to  design  courses  and  access 
school,  community  and  distance  learning 
resources.  Students  can  develop  the  confidence 
they  need  as  they  move  into  adult  roles  by 
assuming  increased  responsibility  for  their 
learning;  cultivating  their  individual  talents, 


interests  and  abilities;  and  defining  and  acting 
on  their  goals. 

As  an  important  component  of  basic  education  in 
Alberta  secondary  schools,  CTS  promotes 
students'  achievement  by  setting  clear 
expectations  and  recognizing  students'  success. 
Students  in  CTS  develop  competencies — that  is, 
the  knowledge,  skills  and  attitudes  students 
must  demonstrate,  or  what  they  know  and  can 
do. 

These  competencies  can  be  applied  now  and  in 
the  future  as  students  make  a  smooth  transition 
into  adult  roles  in  the  family,  community, 
workplace  and/or  further  education.  To  help 
ensure  this  transition  for  students,  clearly  stated 
expectations  and  standards  have  been  defined 
with  the  assistance  of  teachers,  business  and 
industry  representatives  and  post-secondary 
educators. 

CTS  offers  all  students  important  learning 
opportunities.  Regardless  of  the  particular  area 
of  study  chosen,  students  in  CTS  will: 

•  develop  skills  that  they  can  apply  in  their 
daily  lives  now  and  in  the  future 

•  refine  career-planning  skills 

•  develop  technology-related  skills 

•  enhance  employability  skills 

•  apply  and  reinforce  learnings  developed  in 
other  subject  areas. 
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In  CTS,  students  build  skills  they  can  apply  in 
their  everyday  lives.  For  example,  in  the  CTS 
program,  particularly  at  the  introductory  levels, 
students  have  the  opportunity  to  improve  their 
ability  to  make  sound  consumer  decisions,  and  to 
appreciate  environmental  and  safety 
precautions. 

A  career  encompasses  more  than  activities 
related  to  a  person's  job  or  occupation;  it  involves 
one's  personal  life  in  both  local  and  global 
contexts;  e.g.,  as  a  family  member,  a  friend,  a 
community  volunteer,  a  citizen. 

CAREERS 


TECHNOLOGY 


I  Personal     ] 
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The  integration  of  careers  throughout  the  CTS 
program  helps  students  make  effective  career 
decisions  and  target  their  efforts.  Students  in 
CTS  will  have  the  opportunity  to  expand  their 
knowledge  about  careers,  occupations  and  job 
opportunities  and  the  education  and/or  training 
requirements  involved.  As  well,  they  will 
recognize  the  need  for  lifelong  learning. 

Students  in  CTS  will  have  the  opportunity  to  use 
and  apply  technology  and  systems  effectively 
and  efficiently,  which  involves: 

•  a  decision  regarding  which  processes  and 
procedures  best  suit  the  task  at  hand 

•  the  appropriate  selection  and  skilled  use  of 
the  tools  or  resources  that  are  available 

•  an  assessment  of  and  management  of  the 
impact  the  use  of  the  technology  may  have  on 
themselves,  on  others  and  on  the 
environment. 


Integrated  throughout  CTS  are  employability 
skills,  those  basic  competencies  that  help 
students  develop  their  personal  management 
and  social  skills.  Personal  management  skills 
are  improved  as  students  take  increased 
responsibility  for  their  learning,  design 
innovative  solutions  to  problems  or  challenges, 
and  manage  resources  effectively  and  efficiently. 
Students'  social  skills  improve  through  learning 
experiences  that  require  them  to  work  effectively 
with  others,  demonstrate  teamwork  and 
leadership,  and  maintain  high  standards  in 
safety  and  accountability. 

Further  enhancing  the  employability  skills,  CTS 
reinforces  and  enhances  learnings  developed  in 
core  and  other  complementary  courses.  The 
curriculum  emphasizes,  as  appropriate,  the 
effective  application  of  communication  and 
numeracy  skills. 

Finally,  in  addition  to  the  common  outcomes 
described  above,  those  students  who  focus  on  a 
particular  area  of  study  will  develop  career- 
specific  competencies  that  support  entry  into  the 
workplace  and/or  related  post-secondary 
programs.  Career-specific  competencies  can 
involve  understanding  and  applying  appropriate 
terminology,  processes  and  technologies  related 
to  a  specific  career,  occupation  or  job. 
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GENERAL  LEARNER  EXPECTATIONS 


General  learner  expectations  describe  the  basic 
competencies  that  are  integrated  throughout  the 
CTS  program. 

Within  an  applied  context  that  is  relevant  to 
personal  goals,  aptitudes  and  abilities,  the 
student  in  Career  and  Technology  Studies  will: 

•  demonstrate  the  basic  knowledge,  skills  and 
attitudes  necessary  for  achievement  and 
fulfillment  in  personal  life 

•  develop  an  action  plan  that  relates  personal 
interests,  abilities  and  aptitudes  to  career 
opportunities  and  requirements 

•  use  technology  effectively,  linking  and 
applying  available  tools,  management  and 
processes  to  produce  a  desired  outcome 

•  develop  personal  management  skills  by: 

-  linking  theory  and  practice,  using 
resources,  tools,  technology  and 
processes  responsibly  and  efficiently 
(managing  learning) 

applying  effective  and  innovative 
decision-making  and  problem-solving 
strategies  in  the  design,  production, 
marketing  and  consumption  of  goods  and 
services  (being  innovative) 

-  selecting  relevant,  goal-related 
activities,  ranking  them  in  order  of 
importance,  allocating  necessary  time, 
and  preparing  and  following  schedules 
(managing  resources) 


•  improve  social  interaction  skills  by: 

-  demonstrating  flexibility  and 
cooperative  work  and  communication 
behaviors  (working  with  others) 

-  participating  as  a  team  member  by 
working  cooperatively  with  others  and 
contributing  to  the  group  with  ideas, 
suggestions  and  effort  (teamwork  and 
leadership) 

-  demonstrating  high  standards  of 
diligence,  attendance  and  punctuality, 
following  safe  procedures  consistently, 
and  recognizing  and  eliminating 
potential  hazards  (demonstrating 
responsibility) 

•  demonstrate  appropriate  verbal,  written, 
composition,  summarization  and 
presentation  skills 

•  use  basic  computation  and  measurement 
principles  accurately  and  efficiently. 
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PROGRAM  ORGANIZATION 


) 


CURRICULUM  STRUCTURE 

Career  and  Technology  Studies  is  organized  into 
strands  and  modules. 


The  following  chart  shows  the  21  strands  that 
comprise  the  CTS  program  and  the  number  of 
modules  available  in  each  strand. 


Strands  in  CTS  define  competencies  that  help 
students: 

•  build  daily  living  skills 

•  investigate  career  options 

•  use  technology  (managing,  processes,  tools) 
effectively  and  efficiently 

•  prepare  for  entry  into  the  workplace  and/or 
related  post-secondary  programs. 

In  general,  strands  relate  to  selected  industry 
sectors  that  offer  positive  occupational 
opportunities  for  students.  Some  occupational 
opportunities  require  further  education  after 
high  school,  and  some  allow  direct  entry  into  the 
workplace.  The  industry  sectors  encompass  both 
goods-producing  industries,  such  as  agriculture, 
manufacturing  and  construction,  and  service- 
producing  industries,  such  as  business  services, 
health  services,  and  finance  and  insurance 
services. 

Modules  are  the  building  blocks  for  each  strand. 
They  define  what  a  student  is  expected  to  know 
and  be  able  to  do  (exit-level  competencies). 
Modules  also  specify  prerequisites  and  facility 
and  instructional  parameters,  where  necessary. 

The  competencies  a  student  must  demonstrate  to 
achieve  success  in  a  module  are  defined  through 
the  module  learner  expectations.  Senior  high 
school  students  who  can  demonstrate  the  module 
learner  expectations  (i.e.,  have  the  designated 
competencies)  will  qualify  for  one  credit  towards 
their  high  school  diploma. 

Module  learner  expectations  are  a  culmination  of 
the  specific  learner  expectations,  which  provide  a 
more  detailed  framework  for  instruction.  They 
define  the  scope  and  depth  of  knowledge,  skills 
and  attitudes  the  student  should  acquire. 


Strand 

No.  of 
Modules 

1.     Agriculture 

31 

2.     Career  Transitions 

13 

3.     Communication  Technology 

32 

4.     Community  Health 

25* 

5.     Construction  Technologies 

46 

6.     Cosmetology 

64* 

7.     Design  Studies 

31 

8.     Electro-Technologies 

33* 

9.     Energy  and  Mines 

27* 

10.  Enterprise  and  Innovation 

8 

11.  Fabrication  Studies 

39* 

12.   Fashion  Studies 

37* 

13.  Financial  Management 

15 

14.  Foods 

37 

15.  Forestry 

21 

16.  Information  Processing 

43 

17.  Legal  Studies 

13 

18.  Management  and  Marketing 

26* 

19.   Mechanics 

49* 

20.  Tourism  Studies 

24 

21.  Wildlife 

17 

♦Estimate 

Note:  As  of  September  1994,  13  of  the  21 
strands  are  available  for  optional 
implementation  in  Alberta  junior  and 
high  schools.  The  remaining  strands, 
indicated  above  in  italics,  will  be  phased 
in  from  September  1995  to  September 
1996.  Provincial  implementation  of  all 
strands  is  scheduled  for  September  1997. 
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LEVELS  OF  ACHIEVEMENT 

Modules  are  organized  into  three  levels  of 
achievement:  introductory,  intermediate  and 
advanced.  As  students  progress  through  the 
levels,  they  will  be  expected  to  meet  higher 
standards  and  demonstrate  increased  degree  of 
competence,  both  in  the  general  learner 
expectations  and  the  module  learner 
expectations. 

Introductory  level  modules  help  students 
build  daily  living  skills  and  form  the  basis  for 
further  learning.  Introductory  modules  are 
developed  for  students  who  have  no  previous 
experience  in  the  strand. 

Intermediate  level  modules  build  on  the 
competencies  developed  at  the  introductory 
level.  They  provide  a  broader  perspective, 
helping  students  recognize  the  wide  range  of 
related  career  opportunities  available  within  the 
strand. 

Advanced  level  modules  demand  a  higher 
level  of  expertise  and  help  prepare  students  for 
entry  into  the  workplace  or  a  related  post- 
secondary  program. 

The  following  illustrates  the  relative  emphasis 
on  the  aspects  of  career  planning  at  each  of  the 
levels. 


Introductory 
Level 


Intermediate 
Level 


Advanced 
Level 


Personal  Use 
I  Career  Awareness/Exploration 
HH1  Preparation  for  the  Workplace  or  Further  Education 

TYPES  OF  COMPETENCE 

Two  types  of  competence  are  defined  within  the 
CTS  program:  basic  and  career-specific. 


•  personal  management;  e.g.,  managing 
learning,  being  innovative,  ethics,  managing 
resources 

•  social;  e.g.,  communication,  teamwork, 
leadership  and  service,  and  demonstrating 
responsibility  (safety  and  accountability). 


CAREER- 
SPECIFIC 

Career-specific  Competencies  relate  to  a 
particular  strand.  These  competencies  build 
daily  living  skills  at  the  introductory  levels  and 
support  the  smooth  transition  to  the  workplace 
and/or  post-secondary  programs  at  the 
intermediate  and  advanced  levels. 

The  following  model  shows  the  relationship  of 
these  two  types  of  competencies  within  the  21 
strands  of  CTS  (numbers  refer  to  the  chart  on 
page  A. 5): 

"~  CAREER- 

SPECIFIC 


BASIC 


Basic  Competencies 

are  generic  to  any  career 
area  and  are  developed 
within  each  module. 
Basic  competencies 
include: 


Career  and  Technology  Studies  /A.6 
(Interim  1994) 


CSB:  94  05  25 


; 


CURRICULUM  AND  ASSESSMENT  STANDARDS 

CURRICULUM  STANDARDS  Teachers  throughout  the  province  will  be  able  to 

ensure  students  receive  a  fair  and  reliable 
Curriculum  standards  in  CTS  define  what  assessment.  Students  will  use  the  assessment 
students  must  know  and  be  able  do.  Curriculum  standards  to  guide  their  efforts,  ensuring  they 
standards  are  expressed  through  general  participate  more  effectively  and  successfully  in 
learner  expectations  for  CTS,  and  through  the  learning  and  assessment  process.  Standards 
module  and  specific  learner  expectations  for  each  at  advanced  levels  are  as  much  as  possible  linked 
strand.  to  workplace  and  post-secondary  entry-level 

requirements. 

ASSESSMENT  STANDARDS  The  following  pages  describe  the  Financial 

Management  strand  in  the  Career  and 
Assessment  standards  define  how  the  student's  Technology  Studies  program, 
performance  will  be  judged.  In  CTS,  each 
assessment  standard  defines  the  conditions  and 
criteria  to  be  used  for  assessing  the  competencies 
defined  in  each  module  learner  expectation. 
Students  must  fully  meet  each  assessment 
standard,  including  all  of  the  criteria  and 
conditions  defined  for  the  module.  Assessment 
standards  are  in  draft  form,  as  are  tools  and 
weightings,  and  will  be  validated  1994-97. 
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FINANCIAL 
MANAGEMENT 


STRAND  RATIONALE 


In  our  rapidly  changing  complex  world,  the 
ability  to  manage  our  financial  affairs  is  a  basic 
requirement. 

Financial  management  is  required  in  all  aspects 
of  society  and  is  an  essential  life  skill. 

The  Financial  Management  strand  will  provide 
an  opportunity  for  students  to  learn  about  the 
development  and  use  of  financial  information, 
and  to  apply  this  information  within  the  context 
of  business  and  personal  life.  The  field  of 
Financial  Management  offers  many  occupational 
opportunities. 

Within  the  philosophy  of  Career  and  Technology 
Studies  (CTS),  students  in  Financial 
Management  will: 

•  develop  an  appreciation  of  ethics  in  personal 
and  business  financial  management 

•  develop  an  awareness  of  the  impact  of  the 
economy  on  self,  society  and  the  workplace 

•  develop  basic  knowledge,  skills,  and 
attitudes  that  have  specific  applications  to 
financial  management  and  broad  career 
applications  to  the  world  of  work 

•  develop  an  awareness  of  realistic  career 
choices  related  to  personal  interests,  abilities 
and  aptitudes,  and  recognize  the  need  for 
life-long  learning 


•  develop  skills  including  decision  making, 
problem  solving  and  communicating,  which 
demonstrate  initiative,  creativity  and 
flexibility  within  a  rapidly  changing 
financial  environment 

•  use  information  and  technology  effectively 
and  efficiently 

•  link  knowledge,  skills  and  attitudes 
developed  in  Financial  Management  to  other 
curricular  areas 

•  demonstrate  the  ability  to  work 
cooperatively  with  others 

•  use  community  and  business  partnerships  to 
relate  and  apply  theory  to  realistic  situations 

•  demonstrate  mastery  of  basic  competencies. 
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STRAND  ORGANIZATION 


THEMES 


Modules  in  Financial  Management  have  been 
grouped  into  three  theme  areas:  user,  user/ 
preparer,  and  user/analyst.  The  modules  in  the 
user  theme  provide  basic  information  and  skills 
for  personal  use.  Students  who  complete 
modules  in  the  user/preparer  theme  acquire 
knowledge,  skills  and  attitudes  that  may  give 
them  job-entry  skills.  User/analyst  modules 
stress  the  competencies  related  to  management 
decision  making  and  provide  students  with  some 
indication  as  to  whether  they  would  be 
interested  in  pursuing  training  at  a  post- 
secondary  level. 


instruction  from  their  teacher.  At  the  advanced 
level,  the  students  are  more  involved  in  research 
and  decision  making.  The  assessment  criteria 
and  conditions  at  each  level  reflect  the  change  in 
expectations. 


CONCEPTS 


) 


The  module  learner  expectations  describe  the 
competencies  that  students  are  expected  to 
develop.  The  concepts  attached  to  the  specific 
learner  expectations  are  based  upon  what  the 
student  is  required  to  learn  to  meet  the  exit-level 
competencies.  The  sequence  in  which  the 
learning  should  take  place  to  achieve  the 
assessment  criteria  and  conditions  provides  the 
basis  for  the  choice  of  the  concepts  for  each 
module. 


LEVELS 

The  Financial  Management  curriculum  is 
organized  into  three  levels  of  learning: 
introductory,  intermediate  and  advanced, 
denoting  the  degree  of  complexity  and  the  level 
of  student  ability  expected  for  success.  Students 
at  the  introductory  level  work  with  teacher 
guidance.  The  introductory  level  provides  basic 
skills  and  knowledge.  At  the  intermediate  level, 
the  modules  build  on  the  competencies  learned  at 
the  introductory  level.  When  students  have  been 
taught  the  prerequisite  skills  and  knowledge, 
teachers  should  expect  students  to  assume  more 
responsibility  for  their  learning  as  they  apply 
this  knowledge.  At  the  advanced  level,  students 
are  expected  to  take  personal  responsibility  for 
their  learning,  to  work  cooperatively  in  groups 
when  appropriate,  and  to  require  less  direct 
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SCOPE  AND  SEQUENCE 


(Interim  Status,  September  1994) 
FINANCIAL  MANAGEMENT 


INTRODUCTORY 


INTERMEDIATE 


ADVANCED 


THEME 


Introduction  to         * 
Financial  Management 


Establishing  an  Accounting 

System  for  a  Service 

Business 


Completing  the  Accounting 
Cycle  for  a  Service  Business 


Personal  Taxation 


User 


Establishing  an  Accounting 

System  for  a  Merchandise 

Business 


Completing  an  Accounting 

Cycle  for  a  Merchandise 

Business 


Financial  Management 
Software 


Financial  Accounting 
Simulation 


Advanced  Financial 
Accounting  Procedures 


Management  Accounting 


Forms  of  Business 
Organization 


User/ 
Preparer 


—  Financial  Statements 


Taxation  -  Corporate  and  Tax 
Planning 


Financial  Analysis 


Financial  Planning 


User/ 
Analyst 


Prerequisite  Recommended  prerequisite  or  corequisite 

*  Prerequisite  to  all  modules  in  this  strand. 
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MODULE  DESCRIPTIONS 

Module  FIN101:  Introduction  to  Financial 
Management 

This  overview  module  forms  the  basis  for  all 
other  modules  in  Financial  Management. 
Concepts  include  ethics,  the  economic 
environment,  acquiring  and  using  financial 
resources  and  the  effects  of  government 
legislation  on  the  finances  of  an  individual  and  a 
small  business. 

Module  FIN  102:  Establishing  an  Accounting 
System  for  a  Service  Business 

A  manual  hands-on  approach  introduces  the 
student  to  the  accounting  cycle.  Students 
establish  a  set  of  books  and  record  business 
transactions.  Terminology  unique  to  financial 
accounting  will  be  introduced. 

Module  FIN103:  Completing  the  Accounting 
Cycle  for  a  Service  Business 

This  module  is  a  continuation  of  FIN  102.  The 
student  completes  the  accounting  cycle  and 
prepares  financial  statements  and  a  budget.  The 
student  also  develops  an  awareness  of  the  many 
career  challenges  and  opportunities  that  may  be 
found  within  the  financial  management 
profession. 

Module  FIN201:  Personal  Taxation 

Students  are  introduced  to  the  Canadian  income 
tax  system  through  the  preparation  of  a  variety 
of  personal  income  tax  returns. 

Module  FIN202:  Establishing  an  Accounting 
System  for  a  Merchandise  Business 

Students  address  specialized  financial 
accounting  procedures  involved  in  the  buying 
and  selling  of  goods  in  a  retail  system,  as  well  as 
establishing  and  operating  a  payroll  system. 

Module  FIN203:  Completing  an  Accounting 
Cycle  for  a  Merchandise  Business 

Students  continue  and  complete  the  accounting 
cycle  established  in  FIN202  and  prepare 
financial  statements. 


Module  FIN204:  Financial  Management 
Software 

Students  have  the  opportunity  to  use  an 
accounting  software  package  that  is  used  in 
business. 

Module  FIN205:  Financial  Accounting 
Simulation 

This  module  consists  of  a  manual  simulation(s) 
and  may  include  a  computer  simulation.  The 
simulation  may  be  based  on  the  records  of  a 
service  business  and/or  of  a  partnership. 
Students  have  an  opportunity  to  apply 
accounting  principles  to  realistic  business 
situations. 

Module  FIN301:  Advanced  Financial 
Accounting  Procedures 

Students  are  introduced  to  advanced  accounting 
procedures  used  by  a  variety  of  businesses, 
including  capital  cost  allowances,  bad  debts  and 
the  value  of  inventory.  Students  prepare 
adjustments  using  the  accrual  method  of 
accounting  and  a  bank  reconciliation,  and  will 
complete  one  of  the  following  concepts: 
manufacturing,  departmental  accounting  or 
contract  bids. 

Module  FTN302:  Management  Accounting 

Students  are  introduced  to  management 
accounting,  which  involves  optimizing  capital 
assets  for  maximum  return  of  investment. 
Students  examine  various  internal  systems  used 
to  safeguard  business  assets. 

Module  FIN303:  Forms  of  Business 
Organization 

Students  focus  on  the  organizational  and  legal 
differences  related  to  proprietorships, 
partnerships,  corporations  and  other  entities. 
The  module  highlights  the  effect  the  different 
forms  of  business  ownership  have  on  the  equity 
section  of  the  balance  sheet. 

Module  FIN304:  Financial  Statements 

Students  examine  the  content  and  structure  of 
financial  statements,  and  prepare  customized 
financial  statements  for  a  variety  of  businesses. 
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Module  FEN305:  Taxation  -  Corporate  and 
Tax  Planning 

Students  prepare  the  tax  forms  for  a  corporation 
and  for  non-profit  organizations  that  are 
required  by  different  levels  of  government.  The 
importance  of  tax  planning  is  emphasized  as  a 
strategy  to  reduce  taxes. 

Module  FTN306:  Financial  Analysis 

Financial  analysis  involves  the  interpretation  of 
financial  statements.  Students  use  formulas  and 
ratios  to  evaluate  the  financial  status  of  business 
organizations.  Interpretation  of  data,  reporting 
and  decision  making  to  recommend  change  are 
also  addressed. 

Module  FIN307:  Financial  Planning 

Students  are  introduced  to  the  value  of  financial 
planning  for  a  business.  They  explore  the  impact 
of  economic  trends,  changing  world  markets  and 
tax  implications,  all  of  which  must  be  considered 
when  preparing  financial  forecasts.  The  concept 
of  market  research  is  also  discussed. 
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PLANNING  FOR  INSTRUCTION 


CTS  provides  increased  opportunity  for  junior 
and  senior  high  schools  to  design  courses  based 
on  the  needs  and  interests  of  their  students  and 
the  circumstances  within  the  school  and 
community.  Some  strands  may  be  appropriately 
introduced  at  the  junior  high  school  level.  Other 
strands  are  more  appropriately  introduced  at  the 
senior  high  school  level  or  to  Grade  9  students. 
Refer  to  page  C.2  of  this  Guide  for 
recommendations  regarding  the  Financial 
Management  strand,  or  the  CTS  Manual  for 
Administrators,  Counsellors  and  Teachers  for  a 
summary  of  the  recommended  grade  levels  for 
each  strand. 


PLANNING  FOR  CTS 

Defining  Courses 

Schools  determine  which  strands  and  modules 
will  be  offered  in  a  particular  school,  and  will 
combine  modules  into  courses. 

Each  module  was  designed  for  approximately  17 
to  25  hours  of  instruction.  However,  this  time 
frame  is  only  a  guideline  to  facilitate  planning. 
The  CTS  curricula  are  competency  based,  and 
the  student  may  take  more  or  less  time  to  gain 
the  designated  competencies  within  each 
module. 

A  course  will  usually  consist  of  modules 
primarily  from  the  same  strand  but,  where 
appropriate,  may  include  modules  from  two  or 
more  strands.  Refer  to  the  CTS  Manual  for 
Administrators,  Counsellors  and  Teachers  for 
more  information  on  course  names  and  course 
codes. 

Module  selection  and  sequencing  must  consider 
the  module  parameters,  which  define: 

•  prerequisite  and  corequisites  (entry-level 
competencies) 

•  instructional  qualifications,  if  specialized 

•  equipment  and  facility  requirements,  if 
specialized. 


The  module  parameters  are  defined  for  each 
module  in  Sections  D,  E  and  F  of  this  Guide. 

Degree  of  Flexibility 

The  CTS  program,  while  designed  using  the 
modular  structure  to  facilitate  flexible  time- 
tabling and  instructional  delivery,  does  not 
mandate  the  degree  of  flexibility  a  school  or 
teacher  will  offer.  The  teacher  and  school  will 
determine  the  degree  of  flexibility  available  to 
the  student.  Within  the  instructional  plan 
established  by  the  school,  the  student  may: 

•  be  given  the  opportunity  to  progress  at  a  rate 
that  is  personally  challenging 

•  have  increased  opportunity  to  select  modules 
that  develop  competencies  he  or  she  finds 
most  relevant. 

Integrating  Basic  Competencies 

Basic  competencies  are  also  developed 
throughout  the  CTS  program  and  within  each 
module.  Selected  basic  competencies  will  be 
emphasized  within  a  module,  depending  on  the 
nature  of  the  career-specific  competencies 
defined  for  the  module. 

Refer  to  the  Assessment  Tools  section  of  this 
Guide  for  the  description  of  student  behaviours 
expected  at  each  of  the  three  developmental 
levels  defined  for  the  basic  competencies. 

Assessment  of  basic  competencies  could  include 
input  and  reflection  from  the  student,  teacher, 
peers  and  workplace  supervisors.  Description  of 
the  observed  behaviour  could  be  provided 
through  a  competency  profile  for  the  module. 
Positive,  ongoing  interaction  between  the 
student  and  teacher  will  support  motivation  for 
student  growth  and  improvement. 

No  mark  would  be  assigned  to  the  student's 
performance  in  the  designated  basic 
competencies,  although  a  description  of  the  level 
of  performance  should  be  included  within  the 
assessment  of  each  module. 
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Assessing  Student  Achievement 

Assessing  the  student's  competency  is  a  process 
of  gathering  information  by  way  of  observations 
of  process,  product  and  student  interaction. 

Where  appropriate,  assessment  tools  have  been 
defined  to  assist  the  teacher  and  student  in  the 
assessment.  Refer  to  the  Assessment  Tools 
section  of  this  Guide  to  Standards  and 
Implementation  for  copies  of  the  various  tools 
(worksheets,  checklists,  sample  questions,  etc.). 

The  relative  weighting,  or  emphasis,  for  each 
assessment  standard  has  also  been  established. 
The  weighting  is  a  guideline  to  help  teachers 
determine  a  percentage  grade  for  students. 

Recognizing  Student  Achievement 

At  the  high  school  level,  successful 
demonstration  of  the  exit-level  competencies  in  a 
module  qualifies  the  student  for  one  credit. 
Refer  to  Section  A  of  this  Guide  for  more  detailed 
information  about  how  curriculum  and 
assessment  standards  are  defined  in  CTS.  Refer 
to  the  CTS  Manual  for  Administrators, 
Counsellors  and  Teachers  for  more  information 
on  how  student  achievement  can  be  recognized 
and  reported  at  the  school  and  provincial  levels. 

Resources 

A  comprehensive  resource  base,  including  print, 
software  and  audio-visual,  has  been  identified  to 
support  the  Financial  Management  strand.  It  is 
intended  that  these  resources  will  form  the  basis 
of  a  resource  centre,  encouraging  teachers  and 
students  to  access  a  wide  selection  of  resources 
and  other  information  sources  throughout  the 
learning  process.  Unless  otherwise  noted,  these 
resources  are  considered  to  be  suitable  for  both 
junior  and  senior  high  school  students. 

Authorized  resources  may  be  obtained  from  the 
Learning  Resources  Distributing  Centre  or 
directly  from  the  publisher  or  distributor.  Refer ' 
to  the  Learning  Resources  section  of  this  Guide 
for  the  complete  resource  list  including 
curriculum  correlations  and  resource 
annotations.  Additional  sources  refer  to  non- 
commercial or  government  agencies  that  offer 
resources  that  may  be  of  assistance  in  this 
strand. 


In  addition  to  the  resources,  sample  Student 
Learning  Guides  are  available.  These  samples, 
designed  for  individual  student  or  small  group 
use,  provide  an  instructional  plan  for  selected 
modules  and  include  the  following  components: 

•  Why  take  this  module? 

•  What  are  the  entry-level  competencies? 

•  What  are  the  exit-level  competencies? 

•  What  resources  may  be  accessed? 

•  What  assignments/activities  must  be 
completed? 

•  What  are  the  time  lines? 

•  How  will  the  final  mark  be  calculated? 

Sample  Student  Learning  Guides  have  been 
developed  for  the  following  modules  in  Financial 
Management: 

•  Introduction  to  Financial  Management 

•  Advanced  Accounting  Procedures 

•  Taxation  -  Corporate  and  Tax  Planning. 

Copies  of  these  sample  learning  guides  can  be 
obtained,  by  request,  from  the  CTS  Unit  in  print 
and/or  disk  format  (Microsoft  Word). 


PLANNING  FOR 

MANAGEMENT 


FINANCIAL 


The  following  suggestions  are  provided  to  assist 
teachers  and  school  and  school  system 
administrators  as  they  plan  to  deliver  modules 
from  the  Financial  Management  strand. 

The  module,  Introduction  to  Financial 
Management,  may  be  offered  at  the  junior  high 
school  Grade  9  level.  It  is  intended  that  all  other 
modules  in  Financial  Management  would  be 
offered  at  the  senior  high  school  level. 

There  have  not  been  specific  modules  developed 
to  replace  the  Record  Keeping  course.  Some  of 
the  concepts  are  covered  in  Financial 
Management  modules  (see  correlation  of 
Financial  Management  to  Record  Keeping  in 
Section  H).  Teachers  may  wish  to  develop 
modules  that  will  meet  the  needs  of  those 
students  for  whom  the  Financial  Management 
modules  do  not  fit  their  abilities. 

There  are  no  specialized  facility  requirements  for 
any  of  the  Financial  Management  modules. 
Access  to  computers  and  software  is  optional  at 
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the  introductory  and  intermediate  levels  and 
access  to  computers  and  software  is 
recommended  at  the  advanced  level. 

To  ensure  the  students  comprehend  accounting 
principles,  it  is  recommended  that  the  emphasis 
be  placed  on  manual  spreadsheet  applications 
prior  to  the  introduction  of  accounting  packages. 

Selecting  Modules 

The  scope  and  sequence  chart,  page  B.3,  provides 
an  overview  of  the  Financial  Management 
modules,  indicating  prerequisites  and  theme 
areas.  Brief  descriptions  of  the  modules  are  on 
pages  B.4  and  B.5. 

Following  are  seven  sample  courses  that  could  be 
delivered  to  senior  high  school  students: 

Samples 

A  3-credit  course  for  students  without  any 
previous  Financial  Management  might  contain 
the  following  modules: 


MODULES 


Introduction  to  Financial  Management  (FIN101) 
Establishing  an  Accounting  System  for  a  Service 
Business  (FIN102) 

Completing  the  Accounting  Cycle  for  a  Service 
Business  (FIN103) 


RATIONALE/LEARNINGS 


The  students  learn  to  process  financial 
information  (by  applying  steps  in  the  accounting 
cycle),  to  make  decisions  about  future  financial 
plans  (through  budgeting,  credit  and  economic 
environment  analysis),  to  value  ethical  conduct 
(through  discussion  and  case  study)  and  to  plot 
career  paths  in  financial  management. 

This  course  complements  CTS  strands  such  as 
Enterprise  and  Innovation,  Cosmetology  Studies, 
Construction  Technologies  and  Fabrication 
Studies.  It  provides  students  with  the  opportunity 
to  use  their  knowledge  of  and  skills  in  financial 
management  in  different  contexts. 


Another  3-credit  course  might  have  the  following 
modules: 


FIN  101 


FIN201 


FIN303 


For  5-credit  course  for  students  without  any 
previous  financial  management,  the  following 
sample  courses  may  be  considered: 


FIN101 


FIN101 


FEN101 


FIN102 


T 


FIN302 


FIN304 


FIN103 


I 


FIN303 


FIN305 


FIN202 


FIN304 


FIN306 


FIN203 


FIN306 


FIN307 


The  following  are  suggestions  for  3-  and  5-credit 
courses  where  students  have  the  prerequisites. 


FIN301 

FIN301 

FIN301 

1 

1 

1 

FIN302 

FIN303 

FIN303 

1 

1 

1 

FIN303 

FIN304 

FIN304 

1 

FIN306 

FEST305 

1 

1 

PROJ. 

PROJ. 

Planning  For  Instruction 

While  some  modules  in  Financial  Management 
lend  themselves  to  individualized  instruction,  it 
is  suggested  that  the  module  Introduction  to 
Financial  Management  (FIN101)  be  presented  to 
a  group  of  students  to  allow  for  group  discussion 
and  other  activities. 

The  basic  competencies  related  to  teamwork, 
leadership  and  service  can  be  emphasized  in 
modules  at  the  advanced  level  where  group 
activities  and  projects  would  be  appropriate. 

Identifying  Linkages 

Section  H  of  this  Guide  describes  linkages  within 
CTS  and  with  core  and  complementary 
programs. 
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Note  that  project  modules  from  the  Career 
Transitions  strand  may  be  combined  with 
modules  from  Financial  Management  to  provide 
increased  opportunity  for  students  to  develop 
expertise  and  refine  their  competencies. 

An  example  of  an  appropriate  project  related  to 
Financial  Management  is  outlined  in  Section  H 
of  this  Guide.  Other  projects  could  be 
determined  based  upon  the  student's  interests. 

Improving  Smooth  Transitions  to  the 
Workplace  and/or  Post-secondary  Programs 

Refer  to  Section  H  of  this  Guide  for  potential 
transitions  students  may  make  into  the 
workplace  and/or  related  post-secondary 
programs  or  other  avenues  for  further  learning. 
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MODULE  CURRICULUM  AND  ASSESSMENT  STANDARDS 
INTRODUCTORY  LEVEL 


The  following  pages  define  the  curriculum  and  assessment  standards  for  the  introductory  level  of 
Financial  Management. 


Introductory  level  modules  help  students  build  daily  living  skills  and  form  the 
basis  for  further  learning.  Introductory  modules  are  developed  for  students  who 
have  no  previous  experience  in  the  strand. 

Module  learner  expectations  define  the  competencies  a  student  must  demonstrate 
to  achieve  success  in  a  module.  Assessment  standards  define  the  conditions  and 
criteria  to  be  used  for  assessing  the  competencies  defined  in  the  module  learner 
expectations.  These  assessment  standards  and  the  accompanying  assessment  tools 
are  in  draft  form  and  will  be  validated  from  1994  to  1996. 

Specific  learner  expectations  provide  a  detailed  framework  for  instruction  and  help 
students  build  the  competencies  defined  in  the  module  learner  expectations. 
Additional  information  and  suggestions  for  instruction  are  provided  in  the  Notes 
column;  teachers  may  wish  to  use  this  space  to  record  their  ideas  for  instruction  or 
student  projects. 


Module  FIN101:        Introduction  to  Financial  Management D.3 

Module  FIN102:        Establishing  an  Accounting  System  for  a  Service 

Business  D.5 

Module  FIN103         Completing  the  Accounting  Cycle  for  a  Service 

Business  D.7 
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MODULE  FIN101:  INTRODUCTION  TO  FINANCIAL  MANAGEMENT 

Level:  Introductory 

Theme:  User 

Prerequisite:  None 

Module  Parameters:  No  specialized  facilities  or  equipment  required 

This  overview  module  forms  the  basis  for  all  other  modules  in  Financial  Management.  Concepts 
include  ethics,  the  economic  environment,  acquiring  and  using  financial  resources  and  the  effects  of 
government  legislation  on  the  finances  of  an  individual  and  a  small  business. 

Curriculum  and  Assessment  Standards 


Module  Learner 
Expectations 


Assessment  Criteria  and  Conditions  (Draft) 


Suggested 
Emphasis 


The  student  milt 

•    recognize  the 

importance  of  ethical 
conduct 


•     develop  an  awareness  of 
personal  and  small 
business  financial 
management 


Assessment  of  student  achievement  will  be  based  on: 

•  preparing  a  code  of  ethics  for  a  financial 
management  student  that  includes  examples  of 
relationships  with  other  individuals,  school  clubs 
(teams),  and  family  and  community  members. 

Assessment  Tool 

Presentation/Reports,  FIN  101-1 

Standard 
Level  1 

•  achieving  50%  on  a  test  related  to  economic 
environment  issues  and  to  acquiring  and  using 
financial  resources. 

Assessment  Tool 

Sample  Concept  Test,  FIN  10 1-2 

•  the  student  preparing  a  report  that  provides  at  least 
two  examples  each  of  government  legislation  at  the 
federal,  provincial  and  municipal  level  and  how  this 
legislation  will  affect  small  business  financial 
management.  In  discussion  make  reference  to 
specific  types  of  small  businesses  and  provide 
information  about  possible  sources  of  information 
available  to  assist  an  individual  or  a  small  business. 

Assessment  Tool 

Presentation/Reports,  FIN  101-3 

Standard 
Level  1 


15 


65 


20 
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MODULE  FIN101:  INTRODUCTION  TO  FINANCIAL  MANAGEMENT  (continued) 


:  Module  Learner 
Expectations 

Assessment  Criteria  and  Conditions  (Draft) 

Suggested 
Emphasis 

Thestudentwilk 

Assessment  of  student  achievement  will  be  based  on: 

•    deinonstrateeSorito 
developbasic 
competencies. 

•     observations  of  individual  effort  and  interpersonal 
interaction  during  the  instructional  period, 
emphasizing: 

-  managing  learning 

-  acting  ethically 

-  managing  resources 

-  demonstrating  responsibility. 

Integrated 
throughout 

Assessment  Tool 

Basic  Competencies  Reference  Guide  and  any 
assessment  tools  noted  above 

Concept 

Learner  Expectations 

Notes 

Ethics 

The  student  should: 

•  define  ethics  within  the  scope  of  personal  and 
business  financial  management 

•  debate  ethical  issues  through  the  use  of  case 
studies 

•  develop  an  awareness  of  appropriate  ethical 
conduct. 

Code  of  ethics. 

Videos  on  ethics — print 
support  material 
ACCESS. 

The  Economic 
Environment 

•     give  examples  of  the  effects  of  the  economy  on 
decision  making  and  planning  for  an  individual 
and  for  a  small  business;  e.g.,  interest  rates, 
price  changes,  environmental  issues, 
competition. 

Financial  publications; 
e.g.,  Globe  and  Mail, 
Financial  Post. 

Daily  newspapers. 

Magazines. 

Acquiring  and  Using 
Financial 
Resources 

•  list  the  reasons  for  acquiring  capital 

•  identify  the  services  offered  by  financial 
institutions  to  an  individual  and  to  a  business 

•  describe  credit  sources  for  an  individual  and  a 
business 

•  discuss  potential  problems  of  using  credit 

•  demonstrate  skills  in  managing  bank  accounts 

•  compare  the  insurance  requirements  of  an 
individual  with  the  insurance  requirements  of  a 
small  business. 

Materials  from 
financial  institutions; 
e.g.,  print,  videos. 

Financial  Management  /D.4 
(Interim  1994) 


CSB:  95  05  30 


MODULE  FIN101:  INTRODUCTION  TO  FINANCIAL  MANAGEMENT  (continued) 


Concept 

Learner  Expectations 

Notes 

Government 
Legislation 

•  discuss  the  regulations  and  policies  of  levels  of 
government,  which  affect  financial 
management  for  an  individual  and  for  a  small 
business  e.g.,  municipal  by-laws  and  provincial 
labour  laws,  taxation 

•  compare  sources  of  information  and  assistance 
available  to  a  small  business  with  that 
available  to  an  individual. 

Gather  information 
from  three  levels  of 
government. 

Prepare  a  report. 

CSB:  95  05  30 


Financial  Management  /D.5 
(Interim  1994) 


Financial  Management  /D.6  CSB:  95  05  30 

(Interim  1994) 


MODULE  FIN102: 

Level: 

Theme: 

Prerequisite: 


ESTABLISHING  AN  ACCOUNTING  SYSTEM  FOR  A  SERVICE 
BUSINESS 

Introductory 

User 

Introduction  to  Financial  Management  (FIN101) 


Module  Parameters:     Access  to  computers  optional 

A  manual  hands-on  approach  introduces  the  student  to  the  accounting  cycle.  Students  establish  a  set 
of  books  and  record  business  transactions.  Terminology  unique  to  financial  accounting  will  be 
introduced. 

Curriculum  and  Assessment  Standards 


Module  Learner 
Expectations 


Assessment  Criteria  and  Conditions  (Draft) 


Suggested 
Emphasis 


The  student  wiB: 

•    identify  and  apply  the 
steps  in  the  accounting 
cyele  for  a  service 
business  up  to  the  trial 
balance 


demonstrate  effort  to 
develop  basic 
competencies. 


Assessment  of  student  achievement  will  be  based  on: 

•  given  appropriate  data,  completing  a  project  that 
includes  the  module  concepts. 

Assessment  Tool 

Assessment  Tool  for  Manually  Prepared 
Documents/Components,  FINDOC-A  or 
FINDOC-B 

Standard 
Level  2 

•  observations  of  individual  effort  and  interpersonal 
interaction  during  the  instructional  period, 
emphasizing: 

-  managing  learning 

-  acting  ethically 

-  managing  resources 

-  demonstrating  responsibility. 

Assessment  Tool 

Basic  Competencies  Reference  Guide  and  any 
assessment  tools  noted  above 


100 


Integrated 
throughout 


CSB:  95  05  30 


Financial  Management  /D.7 
(Interim  1994) 


MODULE  FIN102:  ESTABLISHING  AN  ACCOUNTING  SYSTEM  FOR  A  SERVICE 
BUSINESS  (continued) 


Concept 

Specific  Learner  Expectations 

Notes 

Financial  Statements 

The  student  should: 

•  discuss  the  purposes  of  financial  statements  and 
their  uses 

•  explain  the  effects  of  GAAP  (generally  accepted 
accounting  principles)  on  financial  statements 

•  compare  the  financial  statements  of  a  variety  of 
types  of  businesses. 

Opening  Balance 
Sheet 

•  identify  and  define  assets,  liabilities  and  capital 

•  prepare  a  balance  sheet 

•  apply  the  accounting  equation  in  the  analysis  of 
the  balance  sheet. 

Students  could  prepare 
personal  net  worth 
statements. 

Double  Entry  System 

•  discuss  the  theory  of  a  double  entry  system 

•  analyze  business  transactions. 

Use  T-account  method 
to  illustrate  concept. 

Ledgers 

•  identify  and  define  revenue  and  expense 
accounts 

•  prepare  a  chart  of  accounts 

•  open  the  general  ledger  accounts. 

Journals 

•  analyze  and  journalize  transactions 

•  post  journal  entries  to  the  appropriate  general 
ledger  account 

•  identify  the  types  of  accounting  errors  and 
apply  appropriate  correction  techniques. 

Relate  journal 
transactions  to  source 
documents. 

Trial  Balance 

•  record  ledger  account  balances  on  a  trial 
balance 

•  identify  the  types  of  accounting  errors  and 
apply  appropriate  correction  techniques. 

Petty  Cash 

•  identify  the  purpose  of  a  petty  cash  fund 

•  record  the  entries  to  establish  and  replenish  the 
petty  cash  fund. 

The  voucher  system 
does  not  need  to  be 
dealt  with  at  this 
time. 

Financial  Management  /D.8 
(Interim  1994) 


CSB:  95  05  30 


MODULE  FIN103: 

Level: 

Theme: 

Prerequisite: 

Recommended: 

Module  Parameters: 


COMPLETING  THE  ACCOUNTING  CYCLE  FOR  A  SERVICE 
BUSINESS 

Introductory 

User 

Establishing  an  Accounting  System  for  a  Service  Business  (FIN102) 

One  spreadsheet  module  from  Information  Processing 

Access  to  computers  optional.  Computerized  spreadsheet  may  be 
used 


This  module  is  a  continuation  of  FIN102.  The  student  completes  the  accounting  cycle  and  prepares 
financial  statements  and  a  budget.  The  student  also  develops  an  awareness  of  the  many  career 
challenges  and  opportunities  that  may  be  found  within  the  financial  management  profession. 

Curriculum  and  Assessment  Standards 


Module  Learner 
Expectations 


Assessment  Criteria  and  Conditions  (Draft) 


Suggested 
Emphasis 


The  student  wilt 

•  identify  and  apply  the 
3teps  in  the  accounting 
cycle  for  a  service 
business  from  the 
worksheet  to  the  post- 
closing  trial  balance 

•  recognize  the  need  for 
prepar aag  budgets 

•  examine  careers  in  the 
financial  management 
field 


•    demonstrate  effort  to 
develop  basic 
competencies. 


Assessment  of  student  achievement  will  be  based  on: 

•  completing  and  analyzing  a  project  that  includes  a 
worksheet,  financial  statements,  preparing  and 
posting  closing  entries,  post-closing  trial  balance. 

Assessment  Tool 

Assessment  Tool  for  Manually  Prepared 
Documents/Components,  FINDOC-A  or 
FINDOC-B,  and  Marking  Guides,  FINMKG-1 
to  FINMKG-5 
Sample  Analysis  Questions  Tool,  FIN103-1 

Standard 
Rating  of  2 

•  given  unarranged  data,  preparing  a  simple  budget 
for  a  small  business. 

Assessment  Tool  (to  be  developed) 

•  preparing  an  occupational  profile  related  to 
financial  management. 

Assessment  Tool  (to  be  developed) 

•  observations  of  individual  effort  and  interpersonal 
interaction  during  the  instructional  period, 
emphasizing: 

-  managing  learning 

-  acting  ethically 

-  managing  resources 

-  demonstrating  responsibility. 

Assessment  Tool 

Basic  Competencies  Reference  Guide  and  any 
assessment  tools  noted  above 


80 


10 


10 


Integrated 
throughout 


CSB:  95  05  30 


Financial  Management  /D.9 
(Interim  1994) 


MODULE  FIN103:  COMPLETING  THE  ACCOUNTING  CYCLE  FOR  A  SERVICE 
BUSINESS  (continued) 


Concept 

Specific  Learner  Expectations 

Notes 

Worksheet 

The  student  should: 

•  record  all  ledger  accounts  in  the  trial  balance 
section  of  the  worksheet 

•  classify  and  record  ledger  account  balances  in 
the  appropriate  section  of  the  worksheet  and 
calculate  the  net  income  or  net  loss. 

Spreadsheet. 

Financial  Statements 

•     prepare  an  income  statement,  a  statement  of 
changes  in  owner's  equity,  and  a  balance  sheet 
from  the  information  in  a  completed  worksheet. 

Closing  Entries 

•  record  closing  entries  in  a  "journal 

•  post  the  closing  entries  to  the  appropriate 
accounts. 

Post-closing  Trial 
Balance 

•  outline  the  purpose  of  a  post-closing  trial 
balance 

•  prepare  a  post-closing  trial  balance  from  the 
general  ledger. 

Review  all  steps  in  the 
accounting  cycle. 

Budgeting 

•  recognize  the  need  for  preparing  specific 
budgets  as  a  planning  tool 

•  prepare  a  budget 

•  compare  actual  revenues  and  expenditures  with 
budgeted  amounts  for  the  purpose  of  decision 
making. 

Careers 

•  investigate  skills  and  knowledge  required  to 
obtain  employment  in  the  financial 
management  field 

•  examine  employment  options  of  an  accountant 
in  public  practice  and/or  private  practice 

•  compare  the  implications  that  career  choices 
may  have  on  lifestyles. 

Guest  speakers,  Career 
Fairs,  student  reports, 
field  trips. 

Financial  Management  /D.10 
(Interim  1994) 


CSB:  95  05  30 


MODULE  CURRICULUM  AND  ASSESSMENT  STANDARDS 
INTERMEDIATE  LEVEL 


The  following  pages  define  the  curriculum  and  assessment  standards  for  the  intermediate  level  of 
Financial  Management. 


Intermediate  level  modules  help  students  build  on  the  competencies  developed  at 
the  introductory  level  and  focus  on  developing  more  complex  competencies.  They 
provide  a  broader  perspective,  helping  students  recognize  the  wide  range  of  related 
career  opportunities  available  within  the  strand. 


Module  FIN201:       Personal  Taxation    E.3 

Module  FIN202:        Establishing  an  Accounting  System  for  a 

Merchandising  Business    E.5 

Module  FIN203:        Completing  an  Accounting  Cycle  for  a 

Merchandising  Business E.7 

Module  FIN204:        Financial  Management  Software    E.9 

Module  FIN205:        Financial  Accounting  Simulation  E.ll 


CSB:  94  05  24  Financial  Management  /E.l 

(Interim  1994) 


Financial  Management  /E.2  CSB:  ^4  05  24 

(Interim  1994) 


MODULE  FIN201: 

Level: 

Theme: 

Prerequisite: 


PERSONAL  TAXATION 

Intermediate 

User 

Introduction  to  Financial  Management  (FIN101) 


Module  Parameters:       Access  to  computers  and  software  optional 

Students  are  introduced  to  the  Canadian  income  tax  system  through  the  preparation  of  a  variety  of 
personal  income  tax  returns. 

Curriculum  and  Assessment  Standards 


Module  Learner 
Expectations 


Assessment  Criteria  and  Conditions  (Draft) 


Suggested 
Emphasis 


The  student  wi& 

•     define  the  Canadian 
concept  of  taxation 


«-;  apply  the  concepts  by 
preparing  income  tax 
returns 


•    demonstrate  effort  to 
improve  basic 
competencies. 


Assessment  of  student  achievement  will  be  based  on: 

•  completing  a  concept  test  from  resources  available . 

Assessment  Tool 

See  resources  "Teaching  Taxes"  from  Revenue 
Canada  or  equivalent 

•  preparing  personal  tax  returns  including 
employment  and  other  sources  of  income  and 
deductions. 

Assessment  Tool 

See  resources  "Teaching  Taxes"  from  Revenue 
Canada  or  equivalent 

•  observations  of  individual  effort  and  interpersonal 
interaction  during  the  instructional  period, 
emphasizing: 

-  managing  learning 

-  acting  ethically 

-  managing  resources 

-  demonstrating  responsibility. 

Assessment  Tool 

Basic  Competencies  Reference  Guide  and  any 
assessment  tools  noted  above 


25 


75 


Integrated 
throughout 


CSB:  95  05  30 


Financial  Management  /E.3 
(Interim  1994) 


MODULE  FIN201:  PERSONAL  TAXATION  (continued) 


Concept 


Specific  Learner  Expectations 


Notes 


History 


The  student  should: 

•  discuss  the  major  taxation  events  in  Canadian 
history 

•  describe  the  characteristics  of  our  tax  laws  and 
considerations  for  implementation. 


Revenue  Canada 
materials. 


Kinds  of  Taxes 


•     review  the  different  kinds  of  taxes  and  their 
purpose. 


Revenue  Canada 
materials. 


Tax  Administration 


describe  the  role  of  Revenue  Canada  in  the 
collection  and  distribution  of  direct  taxes. 


Revenue  Canada 
materials. 


Rights  and 

Responsibilities  of 
a  Taxpayer 


•     summarize  the  rights  and  responsibilities  of  the 
Canadian  taxpayer. 


Revenue  Canada 
materials. 


Preparation  of  a  Tax 
Return 


identify  and  discuss  the  components  of  a 
personal  income  tax  return 

prepare  personal  income  tax  returns,  some  of 
which  include  small  business  income 

examine  various  filing  procedures;  e.g., 
electronic  filing,  tax  discounters. 


Revenue  Canada 
materials. 


Where  Your  Tax 
Dollars  Go 


explain  how  Canadian  tax  dollars  are  spent. 


Financial  Management  /E.4 
(Interim  1994) 


CSB:  95  05  30 


MODULE  FIN202:         ESTABLISHING  AN  ACCOUNTING  SYSTEM  FOR  A 

MERCHANDISING  BUSINESS 


Level: 

Theme: 

Prerequisite: 


Intermediate 

User/Preparer 

Completing  the  Accounting  Cycle  for  a  Service  Business  (FIN103) 


Module  Parameters:     Access  to  computers  and  software  optional 

Students  address  specialized  financial  accounting  procedures  involved  in  the  buying  and  selling  of 
goods  in  a  retail  system,  as  well  as  establishing  and  operating  a  payroll  system. 

Curriculum  and  Assessment  Standards 




Module  Learner 
Expectations 


Assessment  Criteria  and  Conditions  (Draft) 


Suggested 
Emphasis 


The  student  will: 

•    adapt  and  use 

accounting  procedures 
associated  with  the 
buying  and  selling  of 
merchandise 


*    prepare  a  payroll 


•     demonstrate  effort  to 
develop  basic 
competencies. 


Assessment  of  student  achievement  will  be  based  on: 

•  completing  a  simulation  of  a  merchandising 
business  that  covers  one  month  of  business 
transactions  related  to  the  module  concepts 
followed  by  an  audit  test. 

Assessment  Tool 

Assessment  Tool  for  Manually  Prepared 
Documents/Components,  FINDOC-A  or 
FINFOC-B,  and  Marking  Guides,  FINMKG-1 
toFINMKG-5 

Standard 
Rating  of  2 

•  analyzing  case  studies  that  include  payroll 
scenarios  to  indicate  legislation  and  taxation 
requirements. 

Assessment  Tool  (to  be  developed) 

•  observations  of  individual  effort  and  interpersonal 
interaction  during  the  instructional  period, 
emphasizing: 

-  managing  learning 

-  acting  ethically 

-  managing  resources 

-  demonstrating  responsibility. 

Assessment  Tool 

Basic  Competencies  Reference  Guide  and  any 
assessment  tools  noted  above 


70 


30 


Integrated 
throughout 


CSB:  95  05  30 


Financial  Management  /E.5 
(Interim  1994) 


MODULE  FIN202:  ESTABLISHING  AN  ACCOUNTING  SYSTEM  FOR  A  MERCHANDISING 
BUSINESS  (continued) 


Concept 

Specific  Learner  Expectations 

Notes 

Merchandise 
Accounting 

The  student  should: 

•  differentiate  between  service  and 
merchandising  businesses 

•  analyze  journal  transactions  specific  to  a 
merchandising  business. 

Journals 

•  compare  the  advantages  and  disadvantages  of 
using  various  journals 

•  analyze  and  record  business  transactions  in 
various  journals 

•  discuss  the  need  for  and  recording  of  discounts, 
returns/  allowances  and  sales  taxes 

•  total  and  prove  all  journals. 

Customize  journals  for 
various  types  of 
businesses. 

Subsidiary  Ledgers 

•  describe  the  relationship  between  the 
subsidiary  ledgers  and  the  controlling  accounts 

•  post  from  the  journals  to  the  general  and 
subsidiary  ledgers 

•  prepare  schedules  of  accounts  for  subsidiary 
ledgers. 

Review  variety  of 
methods  used  to  keep 
customer  accounts. 

Payroll 

•  review  the  legislated  and  taxation 
requirements  related  to  payroll 

•  calculate  gross  pay,  deductions  and  net  pay 

•  record  journal  entries  for  the  payroll  register, 
the  employer's  share  of  contributions,  the 
payment  of  payroll  and  the  payroll  liabilities. 

Use  a  spreadsheet. 

Use  current-year  tables 
forCPP.UI.Tax 

Methods  of 
compensating  an 
employee. 

Financial  Management  /E.6 
(Interim  1994) 


CSB:  95  05  30 


MODULE  FIN203: 

Level: 

Theme: 

Prerequisite: 


COMPLETING  AN  ACCOUNTING  CYCLE  FOR  A 
MERCHANDISING  BUSINESS 

Intermediate 

User/Preparer 

Establishing  an  Accounting  System  for  a  Merchandising  Business 
(FIN202) 


Module  Parameters:     Access  to  computers  and  software  optional 

Students  continue  and  complete  the  accounting  cycle  established  in  FIN202  and  prepare  financial 
statements. 

Curriculum  and  Assessment  Standards 


Module  Learner 
Expectations 


Assessment  Criteria  and  Conditions  (Draft) 


Suggested 
Emphasis 


Thestudent  wiU: 

•    finalise  the  steps  in  the 
accounting  cycle,  using 
information  from 
FIN202  ba  complete  the 
worksheet  through  to 
the  post-closing  trial 
balance 


•    demonstrate  eSbrt  to 
develop  basic 
competencies.  ' 


Assessment  of  student  achievement  will  be  based  on: 

•  given  data  that  will  result  in  a  net  loss,  completing 
a  project  that  includes  an  eight-column  worksheet, 
an  income  statement,  a  statement  of  owner's  equity, 
a  balance  sheet,  preparing  and  posting  adjusting 
and  closing  entries,  and  a  post-closing  trial  balance. 

Assessment  Tool 

Assessment  Tool  for  Manually  Prepared 
Documents/Components,  FINDOC-A  or 
FINFOC-B,  and  Marking  Guides,  FINMKG-1 
toFINMKG-5 

Standard 
Level  2 

•  completing  an  audit  test  based  on  the  project. 

Assessment  Tool 

Sample  Analysis  Questions,  FIN203-1 

•  observations  of  individual  effort  and  interpersonal 
interaction  during  the  instructional  period, 
emphasizing: 

-  managing  learning 

-  acting  ethically 

-  managing  resources 

-  demonstrating  responsibility. 

Assessment  Tool 

Basic  Competencies  Reference  Guide  and  any 
assessment  tools  noted  above 


80 


20 


Integrated 
throughout 


CSB:  95  05  30 


Financial  Management  /E.7 
(Interim  1994) 


MODULE  FIN203:  COMPLETING  AN  ACCOUNTING  CYCLE  FOR  A  MERCHANDISING 
BUSINESS  (continued) 


Concept 

Specific  Learner  Expectations 

Notes 

Fiscal  Period 
Adjustments 

The  student  should: 

•  explain  the  purpose  of  adjusting  entries 

•  recognize  the  need  for  periodic  and  year-end 
inventory  calculations 

•  complete  the  eight-column  worksheet. 

Financial  Statements 

•  determine  costs  of  goods  sold 

•  prepare  an  income  statement 

•  prepare  a  statement  of  changes  in  owner's 
equity 

•  prepare  a  balance  sheet. 

Closing  the  Ledger 

•  journalize  adjusting  and  closing  entries 

•  post  adjusting  and  closing  entries 

•  prepare  a  post-closing  trial  balance. 

Financial  Management  /E.8 
(Interim  1994) 


CSB:  95  05  30 


MODULE  FIN204: 

Level: 

Theme: 

Prerequisite: 

Recommended: 


FINANCIAL  MANAGEMENT  SOFTWARE 

Intermediate 

User/Preparer 

Completing  an  Accounting  Cycle  for  a  Service  Business  (FEN103) 

Completing  an  Accounting  Cycle  for  a  Merchandising  Business 

(FIN203) 

Workstation  Operations  (INF201) 


Module  Parameters:     Access  to  computers  and  software  required 

Students  have  the  opportunity  to  use  an  accounting  software  package  that  is  used  in  business. 
Curriculum  and  Assessment  Standards 


Module  Learner 
Expectations 


Assessment  Criteria  and  Conditions  (Draft) 


Suggested 
Emphasis 


The  student  will: 

♦  demonstrate  efficient 
use  of  designated  small 
business  accounting 
software 

♦  demonstrate  appropriate 
workstation 
management  procedures 

♦  demonstrate  effort  to 
develop  basic 
competencies. 


Assessment  of  student  achievement  will  be  based  on: 

•  completing  a  computerized  project  that  incorporates 
all  the  steps  in  the  accounting  cycle. 

Assessment  Tool  (to  be  developed) 

•  achieving  90%  on  a  workstation  management 
checklist. 

Assessment  Tool 

Workstation  Checklist 

•  observations  of  individual  effort  and  interpersonal 
interaction  during  the  instructional  period, 
emphasizing: 

-  managing  learning 

-  acting  ethically 

-  managing  resources 

-  demonstrating  responsibility. 

Assessment  Tool 

Basic  Competencies  Reference  Guide  and  any 
assessment  tools  noted  above 


90 


10 


Integrated 
throughout 


CSB:  95  05  30 


Financial  Management  /E.9 
(Interim  1994) 


MODULE  FIN204:  FINANCIAL  MANAGEMENT  SOFTWARE  (continued) 


Concept 

Specific  Learner  Expectations 

Notes 

Set-up 

The  student  should: 

•  examine  procedures  required  to  use  the 
accounting  software  package 

•  create  a  chart  of  accounts. 

Input 

•  analyze  transactions  and  enter  data 

•  prepare  the  accounts  for  the  next  reporting 
period. 

Output 

•  generate  reports 

•  compare  and  contrast  manual  and  computerized 
accounting  procedures. 

Workstation 

•     apply  correct  workstation  procedures. 

Financial  Management  /E.10 
(Interim  1994) 


CSB:  95  05  30 


MODULE  FIN205: 

Level: 

Theme: 

Prerequisite: 


FINANCIAL  ACCOUNTING  SIMULATION 

Intermediate 

User/Analyst 

Completing  an  Accounting  Cycle  for  a  Merchandising  Business 
(FIN203) 


Module  Parameters:     Access  to  computers  and  software  recommended 

This  module  consists  of  a  manual  simulation(s)  and/or  may  include  a  computer  simulation(s).  The 
simulation  may  be  based  on  the  records  of  a  proprietorship  and/or  of  a  partnership.  Students  have  an 
opportunity  to  apply  accounting  principles  to  realistic  business  situations. 

Curriculum  and  Assessment  Standards 


Module  Learner 
Expectations 


Assessment  Criteria  and  Conditions  (Draft) 


Suggested 
Emphasis 


The  student  will; 

•     apply  accounting 
principles  to  realistic 
business  situations 


demonstrate  effort  to 
develop  basic 
competencies. 


Assessment  of  student  achievement  will  be  based  on: 

•  providing  periodic  audit  data  to  confirm  correct 
procedures;  providing  manual/hard  copy  and/or 
data  disk  showing  completion  of  a  simulation. 

Assessment  Tool 

Assessment  Tool  for  Manually  Prepared 
Documents/Components,  FINDOC-A  or 
FINFOC-B,  and  Marking  Guides,  FINMKG-1 
toFINMKG-5 

Standard 
Level  2 

•  completing  a  comprehensive  test  that  includes 
reconstructing  transactions,  analysis  of  ledger, 
journals,  financial  statements. 

Assessment  Tool  (to  be  developed) 

•  observations  of  individual  effort  and  interpersonal 
interaction  during  the  instructional  period, 
emphasizing: 

-  managing  learning 

-  acting  ethically 

-  managing  resources 

-  demonstrating  responsibility. 

Assessment  Tool 

Basic  Competencies  Reference  Guide  and  any 
assessment  tools  noted  above 


50 


50 


Integrated 
throughout 


CSB:  95  05  30 


Financial  Management  /E.ll 
(Interim  1994) 


MODULE  FIN205:  FINANCIAL  ACCOUNTING  SIMULATION  (continued) 


Concept 


Specific  Learner  Expectations 


Notes 


Manual  Simulation 


The  student  should: 

•     complete  an  appropriate  manual  simulation 
that  incorporates  realistic  documents  and  tasks, 
and  integrates  the  knowledge,  skills  and 
attitudes  of  financial  management  for  a  small 
business. 


Use  textbooks  or 
packages  from 
publishers. 


Computer 
Simulation 
(optional) 


complete  an  appropriate  computer  simulation 
that  incorporates  realistic  documents  and  tasks 
and  integrates  the  knowledge,  skills  and 
attitudes  of  financial  management  for  a  small 
business 

discuss  the  use  of  the  computer  as  a  tool  in 
processing  data  related  to  the  accounting  cycle 

compare  and  analyze  the  differences  between 
computerized  and  manual  accounting 
procedures 

examine  the  need  to  prepare  a  computer  data 
back-up  system. 


See  correlation  of 
resources. 


Financial  Management  /E.12 
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MODULE  CURRICULUM  AND  ASSESSMENT  STANDARDS 

ADVANCED  LEVEL 


The  following  pages  define  the  curriculum  and  assessment  standards  for  the  advanced  level  of 
Financial  Management. 


Advanced  level  modules  demand  a  higher  level  of  expertise  and  help  prepare 
students  for  entry  into  the  workplace  or  a  related  post-secondary  program. 


Module 
Module 
Module 
Module 
Module 
Module 
Module 


FIN301 
FIN302 
FEST303 
FIN304 
FIN305 
FIN306. 
FIN307 


Advanced  Financial  Accounting  Procedures    F.3 

Management  Accounting    F.7 

Forms  of  Business  Organization    F.9 

Financial  Statements    F.13 

Taxation  -  Corporate  and  Tax  Planning    F.17 

Financial  Analysis   F.19 

Financial  Planning F.21 


D 
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MODULE  FIN301:        ADVANCED  FINANCIAL  ACCOUNTING  PROCEDURES 
Level:  Advanced 


Theme: 
Prerequisite: 


User/Preparer 

Completing  an  Accounting  Cycle  for  a  Merchandising  Business 
(FIN203) 


Module  Parameters:     Access  to  computers  and  software  optional 

Students  are  introduced  to  advanced  accounting  procedures  used  by  a  variety  of  businesses,  including 
capital  cost  allowances,  bad  debts,  and  the  value  of  inventory.  Students  prepare  adjustments  using 
the  accrual  method  of  accounting  and  a  bank  reconciliation,  and  will  complete  one  of  the  following 
concepts:  manufacturing,  departmental  accounting  or  contract  bids. 

Curriculum  and  Assessment  Standards 


Module  Learner 

Weighting 

Expectations 

Assessment  Criteria  and  Conditions  (Draft) 

(%) 

;  The  student  will: 

Assessment  of  student  achievement  will  be  based  on: 

.#    define  terms  relevant  to 

•     describing  terms  related  to  capital  assets, 

20-30 

capital  assets, 

uncollectible  accounts,  accruals,  inventory,  owner's 

uncollectible  accounts, 

equity  and  one  of  the  following:  contract  bids, 

accruals,  inventory, 

manufacturing  or  departmental  accounting 

owner's  equity,  contract 

bids,  manufacturing  and 

departmental 

accounting 

•     given  data  from  each  concept,  preparing  items  for  a 

60-70 

•    apply  advanced 

portfolio.  Six  out  of  seven  of  the  items  to  be 

accounting  procedures 

included  must  be  evaluated  at  80%  or  more 

that  relate  the  above 

•     given  a  checklist  of  appropriate  business  attitudes, 

10 

terms  to  realistic 

completing  a  self-assessment  chart  at  the  end  of  the 

business  situations 

module,  which  will  be  discussed  with  the  teacher 

•    demonstrate  effort  to 

•     observations  of  individual  effort  and  interpersonal 

No  mark 

refine  basic 

interaction  during  the  instructional  period, 

competencies. 

emphasizing: 

-  managing  learning 

-  acting  ethically 

-  managing  resources 

. 

-  demonstrating  responsibility. 
Assessment  Tools 

:      ■'■'■':  •  ■      ■  :  \-  :.     :              "            :    :         ■           ■                       '■ 

Observation  Checklist:  Basic  Competencies 

CSB:  94  05  24 


Financial  Management  /F.3 
(Interim  1994) 


MODULE  FIN301:  ADVANCED  FINANCIAL  ACCOUNTING  PROCEDURES  (continued) 


Concept 

Specific  Learner  Expectations 

Notes 

Capital  Assets 

The  student  should: 

•  calculate  and  record  the  amortization  of  capital 
assets 

•  record  the  acquisition  of  capital  assets;  e.g,  a 
trade-in 

•  examine  accounting  principles  to  determine 
whether  to  record  the  acquisition  as  an  asset  or 
an  expense 

•  journalize  and  post  entries  involving  the 
disposal  of  capital  assets 

•  prepare  a  capital  assets  schedule 

•  define  depletion  expense  related  to  natural 
resources. 

Uncollectible 
Accounts 

•  prepare  a  statement  of  accounts  receivable 
aging 

•  calculate  the  value  of  uncollectible  accounts 
receivable  using  a  variety  of  methods 

•  record  journal  entries  for  uncollectible  accounts 
using  the  allowance  method 

•  prepare  j  ournal  entries  to  write  off  uncollectible 
accounts  receivable 

•  record  journal  entries  for  the  collection  of 
accounts  previously  written  off. 

Inventory 

•  discuss  procedures  used  to  count  and  record  the 
physical  inventory 

•  calculate  the  value  of  inventory  using  a  variety 
of  methods  and  making  adjustments  for 
obsolete  inventory 

•  record  the  value  in  inventory  at  the  end  of  the 
reporting  period. 

Accruals 

•     prepare  the  adjustments  needed  to  update 
particular  general  ledger  accounts  to  include 
accruals;  e.g.,  payroll,  interest. 

Financial  Management  /F.4 
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MODULE  FIN301:  ADVANCED  FINANCIAL  ACCOUNTING  PROCEDURES  (continued) 


D 


Concept 

Specific  Learner  Expectations 

Notes 

Bank  Reconciliation 

The  student  should: 

•  discuss  the  differences  between  the  items  that 
appear  on  the  statement  from  the  bank  and  the 
items  that  appear  in  the  records  of  business 

•  describe  the  methods  used  to  reconcile  the 
differences 

•  prepare  a  bank  reconciliation  from  data  that 
show  a  number  of  differences  between  the  bank 
statement  and  the  records  of  a  business 

Owners'  Equity 

•  record  the  initial  investment  of  a  new  partner 
in  an  established  business 

•  record  the  changes  in  owner's  equity  resulting 
from  additional  investments  or  withdrawals  of 
capital  funds;  e.g.,  partnerships. 

Types  of  investments 
might  be  cash, 
equipment,  property, 
etc. 

One  of: 
Manufacturing 

Departmental 
Accounting 

OR 
Contract  Bids 

•  explain  differences  in  accounting  procedures 
between  a  merchandising  business  and  a 
manufacturing  business 

•  record  journal  entries  for  a  manufacturing 
business 

•  prepare  a  Statement  of  Cost  of  Goods 
Manufactured. 

•  explain  the  purpose  of  a  departmental 
accounting  system 

•  discuss  the  scope  and  nature  of  specialized 
accounting  responsibilities  in  regard  to 
departmentalized  accounting,  and  the  manner 
in  which  these  might  be  assigned  including: 

-  individuals  in  different  locations 

-  a  computer  in  a  central  location  or  a 
computer  in  each  department 

-  control  measures  that  would  be  required 

-  gathering  of  information  at  specific  times. 

•  prepare  journal  entries  from  data  supplied. 

•  determine  the  financial  factors  to  be  considered 
when  preparing  a  contract  bid 

•  prepare  a  contract  bid. 

CSB:  94  05  24 
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MODULE  FIN302:  MANAGEMENT  ACCOUNTING 

Level:  Advanced 

Theme:  User/Preparer 

Prerequisite:  Introduction  to  Financial  Management  (FIN101) 

Module  Parameters:  Access  to  computers  and  software  optional 

Students  are  introduced  to  management  accounting,  which  involves  optimizing  capital  assets  for 
maximum  return  of  investment.  Students  examine  various  internal  systems  used  to  safeguard 
business  assets. 


Curriculum  and  Assessment  Standards 


Module  Learner 
Expectations 

Assessment  Criteria  and  Conditions  (Draft) 

Weighting 

(%) 

The  student  will: 

:  Assessment  of  student  achievement  will  be  based  on: 

•    assess  organizational 
assets  to  optimize  use 

I  •     given  resources,  explaining  the  differences  between 
fixed  and  variable  costs  and  give  examples 

50-70 

'         ■       :                                 : 

1  •     alone  or  in  a  group,  researching  the  factors  that 
influence  the  selling  price  and  providing  this 
information  in  the  form  of  a  bulletin  board,  written 
report  or  verbal  report 

'     ::    .       :'             '            .                       :        ■ 

•     using  ten  business  scenarios,  calculating  the  break- 
even point  of  each  business 

•     examine  internal 
controls  to  safeguard 
organizational  assets 

:   •     defining  inventory  and  examining  the  financial 

implications  of  different  inventory  controls  through 
the  use  of  case  studies 

30-50 

|    •     defining  and  explaining  internal  control  systems 
and  internal  auditing  systems 

1   •     surveying  businesses  in  the  community  to 

determine  their  internal  control  procedures  and 
preparing  a  report  that  analyzes  the  responses 

:•■■    demonstrate  effort  to 
refine  basic 
competencies. 

•     observations  of  individual  effort  and  interpersonal 
interaction  during  the  instructional  period, 
emphasizing: 

-  managing  learning 

-  being  innovative 

-  acting  ethically 

-  managing  resources 

-  demonstrating  responsibility. 

No  mark 

;  :  :         :; 

Assessment  Tools 

Observation  Checklist:  Basic  Competencies 

CSB:  94  05  24 
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MODULE  FIN302:  MANAGEMENT  ACCOUNTING  (continued) 


Concept 

Specific  Learner  Expectations 

Notes 

Price/Cost 

The  student  should: 

•  define  and  explain  cost  and  differentiate 
between  fixed  and  variable  costs 

•  determine  what  factors  to  consider  when 
establishing  selling  prices. 

Break-even  Point 

•  define  and  calculate  break-even  point 

•  analyze  the  effect  on  net  income  when  changes 
in  volume  costs,  unit  prices  or  sales  mix  occur. 

Use  graphs  to  present 
information. 

Inventory 
Management 

•  examine  the  financial  implications  of 
maintaining  inventory 

•  determine  optimal  inventory  levels. 

Internal  Controls 

•  define  an  internal  control  system 

•  discuss  specific  controls  over  cash,  inventory, 
etc. 

Discuss  white  collar 
crime. 

Internal  Audit 

•     describe  internal  auditing  procedures 
appropriate  to  a  business. 

Guest  speaker;  e.g., 
external  auditor. 

( 
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MODULE  FIN303: 

Level: 

Theme: 

Prerequisite: 


FORMS  OF  BUSINESS  ORGANIZATION 

Advanced 

User/Analyst 

Introduction  to  Financial  Management  (FIN101) 


Module  Parameters:     Access  to  computers  and  software  optional 

Students  focus  on  the  organizational  and  legal  differences  related  to  proprietorships,  partnerships, 
corporations  and  other  entities.  The  module  highlights  the  effect  the  different  forms  of  business 
ownership  have  on  the  equity  section  of  the  balance  sheet. 

Curriculum  and  Assessment  Standards 


Module  Learner 
Expectations 

Assessment  Criteria  and  Conditions  (Draft) 

Weighting 
(%) 

The  student  will: 

•  describe  the 
organizational  and  legal 
differences  among 
various  forms  of 
business  organization 

•  explain  the  advantages 
and  disadvantages  of 
various  forms  of 
business  organization 

•  prepare  Statement  of 
Equity  for  different 
forms  of  business 
organization 

•  demonstrate  effort  to 
refine  basic 
competencies. 

Assessment  of  student  achievement  will  be  based  on: 

•  preparing  a  chart  showing  financial,  legal  and  tax 
implications  of  the  various  forms  of  business 
organizations 

•  designing  a  report  explaining  the  advantages  of  the 
various  forms  of  business  organizations 

•  given  appropriate  data,  preparing  a  Statement  of 
Equity  for  different  forms  of  business,  organization 

•  observations  of  individual  effort  and  interpersonal 
interaction  during  the  instructional  period, 
emphasizing: 

-  managing  learning 

-  acting  ethically 

-  managing  resources 

-  communication 

-  demonstrating  responsibility. 

Assessment  Tools 

Observation  Checklist:  Basic  Competencies 

20-35 

10-15 
50-70 

No  mark 
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MODULE  FIN303:  FORMS  OF  BUSINESS  ORGANIZATION  (continued) 


Concept 

Specific  Learner  Expectations 

Notes 

Introduction 

The  student  should: 

•     define  accounting  terms  relevant  to  various 
types  of  business  organization. 

Proprietorship 

•  describe  the  financial,  legal  and  tax 
implications  of  a  sole  proprietorship 

•  list  examples  of  proprietorships 

•  prepare  Statement  of  Proprietor's  Equity. 

Bulletin  board  display 
could  show  examples 
of  different  forms  of 
business 
organizations. 

Partnership 

•  describe  the  financial,  legal  and  tax 
implications  of  a  partnership 

•  examine  the  most  common  types  of 
partnerships 

•  outline  the  main  purpose  of  a  partnership 
agreement  and  the  implications  of  not  having  a 
formal  agreement  (Partnership  Act) 

•  examine  data  related  to  the  partners'  equity 
section  of  the  balance  sheet;  e.g.,  share  of  net 
profit  or  loss,  additional  partner  investments 
and  withdrawals 

•  prepare  Statement  of  Distribution  of  Net 
Income  and  Statement  of  Partners'  Equity. 

Obtain  sample 
partnership 
agreements. 

Case  studies  could  be 
used. 

Corporation 

•  describe  the  financial,  legal  and  tax 
implications  of  a  corporation 

•  analyze  the  formation  and  organization  of  a 
corporation 

•  differentiate  between  private  and  public 
corporations 

•  identify  and  explain  the  differences  between 
classes  of  shares 

•  examine  data  related  to  the  shareholders' 
section  of  the  balance  sheet 

•  prepare  a  Statement  of  Shareholders'  Equity 
from  data  supplied. 

Collect  sample  Articles 
of  Association,  share 
dividends,  share 
certificates,  notice  of 
annual  meeting,  proxy 
form,  etc. 

( 
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MODULE  FIN303:  FORMS  OF  BUSINESS  ORGANIZATION  (continued) 


Concept 

Specific  Learner  Expectations 

Notes 

Other  Forms  of 
Organization 
(Franchise, 
Cooperatives,  Non- 
profit and 
Miscellaneous) 
(continued) 

The  student  should: 

•  define  a  franchise  and  distinguish  between  the 
two  categories: 

-  product  distribution 

-  entire  business  franchising 

•  describe  the  major  differences  between  buying  a 
franchise  and  buying  a  non-franchise  business 

•  describe  the  differences  between  a  cooperative 
and  a  corporation;  e.g.,  voting  and  distribution 
of  net  income 

•  describe  the  reasons  for  establishing  a  non- 
profit organization 

•  examine  the  legislation  related  to  non-profit 
organization 

•  examine  pyramid  schemes  and  "get  rich  quick 
schemes". 

Guest  speaker, 
newspaper  and 
magazine  articles. 

o 


J 
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MODULE  FIN304:  FINANCIAL  STATEMENTS 

Level:  Advanced 

Theme:  User/Analyst 

Prerequisite:  Introduction  to  Financial  Management  (FIN101) 

Module  Parameters:  Access  to  computers  and  software  optional 

Students  examine  the  content  and  structure  of  financial  statements,  and  prepare  customized  financial 
statements  for  a  variety  of  businesses. 

Curriculum  and  Assessment  Standards 


Module  Learner 
Expectations 


Assessment  Criteria  and  Conditions  (Draft) 


Weighting 
(%) 


The  studentwiUx 

•  explain  how  a  balance 
sheet  reflects  the 
financial  position  of  a 
business  on  a  specific 
date 

•  explain  how  the  income 
statement  reflects  the 
financial  operations  of  a 
business  Cora  specific 
period  of  time 

•  adapt  the  financial 
statements  to  various 
types  of  businesses 


•    demonstrate  effort  to 
refine  basic; 
competencies. 


Assessment  of  student  achievement  will  be  based  on: 

•  preparing  a  report  outlining  the  contents  and 
purpose  of  each  section  of  the  balance  sheet 

•  preparing  an  analysis  of  the  financial  position  of  a 
business  from  raw  data  provided 

•  preparing  a  report  outlining  contents  and  purpose 
of  each  section  of  the  income  statement 

•  preparing  an  analysis  explaining  the  operations  of 
a  business  for  a  given  period  of  time  from  raw  data 
provided 

•  preparing  a  portfolio  that  includes  the  following 
items: 

-  balance  sheet  for  proprietorship,  partnership  and 
a  corporation  each  from  a  different  type  of 
business 

-  income  statement  for  proprietorship,  partnership 
and  a  corporation  each  from  a  different  type  of 
business 

•  preparing  a  chart  that  illustrates  common  financial 
statement  items  and  business-specific  items  for  a 
variety  of  businesses  from  information  gathered  or 
provided 

•  observations  of  individual  effort  and  interpersonal 
interaction  during  the  instructional  period, 
emphasizing: 

-  managing  learning 

-  acting  ethically 

-  managing  resources 

-  communication 

-  demonstrating  responsibility. 

Assessment  Tools 

Observation  Checklist:  Basic  Competencies 


30 


30 


40 


No  mark 
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MODULE  FIN304:  FINANCIAL  STATEMENTS  (continued) 
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Concept 

Specific  Learner  Expectations 

Notes 

Purpose  and  Format 

The  student  should: 

•  explain  the  purposes  of  the  balance  sheet  and 
the  statement  of  income 

•  outline  and  describe  the  reasons  for  the 
accepted  formats 

•  identify  the  main  sections  of  a  commonly  used 
balance  sheet  and  statement  of  income 

•  discuss  the  purpose  of  notes  to  the  financial 
statements 

•  explain  the  difference  between  financial 
statements  prepared  from  audited  records  and 
financial  statements  that  have  been  reviewed 
by  an  auditor 

•  prepare  financial  statements  from  information 
provided  from  a  variety  of  businesses. 

Collect  annual  reports 
from  a  variety  of 
businesses,  municipal 
and  provincial 
government 
departments. 

Components  of  the 
Balance  Sheet 

•  define  the  following: 

-  assets 

-  current  assets 

-  prepaid  expenses 

-  investments 

-  intangible  assets 

-  fixed  assets 

-  liabilities 

-  current  liabilities 

-  long-term  liabilities 

-  owner's  equity 

•  identify  specific  items  within  each  component; 
e.g.,  current  assets  (petty  cash,  accounts 
receivables,  allowance  for  doubtful  accounts, 
inventory,  etc.). 

Prepare  a  glossary  of 
terms. 

Components  of  the 
Income  Statement 

•  define  the  following: 

-  operating  revenue 

-  cost  of  merchandise  sold 

-  gross  profit  on  operations 

-  operating  expenses 

-  income  from  operations 

-  other  revenue 

-  other  expenses 

-  net  income 

•  identify  specific  items  within  each  component; 
e.g.,  cost  of  merchandise  sold  (opening 
inventory,  purchases,  purchases  return  and 
allowances,  purchases  discount,  etc). 

Prepare  a  glossary  of 
terms. 
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MODULE  FIN304:  FINANCIAL  STATEMENTS  (continued) 


Concept 

Specific  Learner  Expectations 

Notes 

The  student  should: 

Customized 

•     compare  various  accounts  required  by  different 

Financial 

types  of  businesses;  e.g.,  service,  retail, 

Statements 

agriculture,  manufacturing,  construction  and 
processing 

•     design  financial  statements  for  different  types 
of  businesses. 

> 
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MODULE  FIN305:    TAXATION  -  CORPORATE  AND  TAX  PLANNING 

Level:  Advanced 

Theme:  User/Analyst 

Prerequisite:  Financial  Statements  (FIN304) 

Module  Parameters:     Access  to  computers  and  software  optional 

Students  prepare  the  tax  forms  for  a  corporation  and  for  non-profit  organizations  that  are  required  by 
different  levels  of  government.  The  importance  of  tax  planning  is  emphasized  as  a  strategy  to  reduce 
taxes. 


Curriculum  and  Assessment  Standards 


Module  Learner 
Expectations 

Assessment  Criteria  and  Conditions  (Draft) 

Weighting 
(%) 

The  student  wUh 

Assessment  of  student  achievement  will  be  based  on: 

%    apply  taxation 
regulations 

•  preparing  a  list  of  the  differences  between 
accounting  income  and  taxable  income 

•  given  suitable  data,  preparing  a  minimum  of  two 
simple  corporate  income  tax  returns  and  other 
taxation  forms  required 

•  preparing  forms  required  to  apply  for  rebates  and 
exemptions  for  non-profit  organizations 

70-80 

•    identify  tax  planning 
procedures 

•  given  some  readings,  writing  a  report  that  discusses 
the  potential  benefits  of  tax  planning 

OR 

•  being  involved  in  a  class  project  where  different 
topics  are  presented  showing  the  alternatives 
available 

20-30 

::-.'"          ::'':■''■     ■'■■■' 

•    demonstrate  effort  to 
refine  basic 
competencies, 

•     observations  of  individual  effort  and  interpersonal 
interaction  during  the  instructional  period, 
emphasizing: 

-  managing  learning 

-  acting  ethically 

-  managing  resources 

-  demonstrating  responsibility. 

Assessment  Tools 

Observation  Checklist:  Basic  Competencies 

No  mark 
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MODULE  FIN305:  TAXATION  -  CORPORATE  AND  TAX  PLANNING  (continued) 


Concept 

Specific  Learner  Expectations 

Notes 

Corporation 

The  student  should: 

•  recognize  the  difference  between  accounting 
income  and  taxable  income 

•  discuss  tax  evasion  and  tax  avoidance 

•  compare  the  tax  effects  on  various  forms  of 
business  organization  (individual,  partnership, 
corporation) 

•  prepare  simple  corporate  income  tax  returns 

•  prepare  other  tax  returns  required;  e.g.,  GST. 

Non-profit 

Organizations 

•  recognize  the  effects  of  regulations  on  a  variety 
of  non-profit  organizations 

•  examine  application  form  required  for 
registered  charity  status 

•  prepare  forms  required  to  receive  rebates  and 
exemptions. 

Tax  Planning 

•  discuss  the  potential  benefits  of  tax  planning 

•  identify  the  potential  advantages  of  seeking 
professional  advice  about  tax  planning. 
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MODULE  FIN306: 

Level: 

Theme: 

Prerequisite: 


FINANCIAL  ANALYSIS 

Advanced 

User/Analyst 

Financial  Statements  (FIN304) 


Module  Parameters:     Access  to  computers  and  software  recommended 

Financial  analysis  involves  the  interpretation  of  financial  statements.  Students  use  formulas  and 
ratios  to  evaluate  the  financial  status  of  business  organizations.  Interpretation  of  data,  reporting  and 
decision  making  to  recommend  change  are  also  addressed. 

Curriculum  and  Assessment  Standards 


Module  Learner 
Expectations 

Assessment  Criteria  and  Conditions  (Draft) 

Weighting 
(%) 

The  student  wilt 

Assessment  of  student  achievement  will  be  based  on: 

•     recognize  the 

importance  of  using 
appropriate  data  for 
reporting  and  decision 
making 

•  describing  and  defining  ratios  required  for 
reporting  and  decision  making 

•  selecting  data  from  financial  statements  that  are 
required  for  reporting  and  decision- making 
purposes 

30-40 

•     interpret  data  obtained 
to  recommend  action 

•  given  a  company's  financial  statements,  calculating 
various  ratios  and  drawing  conclusions  to  make 
recommendations  for  action 

•  researching  the  importance  of  comparative  (year- 
to-year,  similar  business,  geographic  area) 
financial  statements  in  making  recommendations 
for  the  future 

60-70 

•    demonstrate  effort  to 
refine  basic 

competencies. 

•     observations  of  individual  effort  and  interpersonal 
interaction  during  the  instructional  period, 
emphasizing: 

-  managing  learning 

-  being  innovative 

-  acting  ethically 

-  managing  resources 

-  demonstrating  responsibility. 

No  mark 

.. .... ,,  .....   . 

Assessment  Tools 

Observation  Checklist:  Basic  Competencies 
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MODULE  FIN306:  FINANCIAL  ANALYSIS  (continued) 


Concept 

Specific  Learner  Expectations 

Notes 

Changes  in  Financial 
Position 

The  student  should: 

•  identify  sources  and  uses  of  cash 

•  discuss  what  transactions  during  a  fiscal  period 
caused  the  changes  in  cash 

•  describe  the  purpose  of  a  statement  of  changes 
in  financial  position 

•  prepare  a  statement  of  changes  in  financial 
position. 

Reporting  Procedures 

•  describe  general-purpose  and  special-purpose 
reports 

•  discuss  the  frequency  with  which  reports  are 
prepared. 

Ratios 

•  use  formulas  and  ratios  to  determine 
information  about  profitability,  management  of 
operations,  resources  and  debt 

•  interpret  data  obtained  to  recommend  action  to 
be  taken. 

Comparative 
Financial 
Statements 

•  describe  comparative  financial  statements 

•  examine  the  purpose  and  use  of  comparative 
financial  statements  including  the  statement  of 
changes  in  financial  position 

•  examine  financial  statements  from  previous 
years  to  analyze  historical  trends. 

Use  case  studies. 

Business/Industry 
Comparisons 

•  compare  performance  of  a  business  with  others 
in  the  same  industry 

•  compare  performance  of  a  business  with  others 
in  the  same  geographical  area. 

Oil  industry,  pulp  and 
paper  industry. 
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MODULE  FTN307:  FINANCIAL  PLANNING 

Level:  Advanced 

Theme:  User/Analyst 

Prerequisite:  Financial  Analysis  (FIN306) 

Module  Parameters:  Access  to  computers  and  software  recommended 

Students  are  introduced  to  the  value  of  financial  planning  for  a  business.  They  explore  the  impact  of 
economic  trends,  changing  world  markets  and  tax  implications,  all  of  which  must  be  considered  when 
preparing  financial  forecasts.  The  concept  of  market  research  is  also  discussed. 

Curriculum  and  Assessment  Standards 


Module  Learner 
Expectations 

Assessment  Criteria  and  Conditions  (Draft) 

Weighting 
(%) 

The  student  wilt 

Assessment  of  student  achievement  will  be  based  on: 

•    explain  the  value  of 
financial  planning 

•     writing  a  report  explaining  the  need  for  financial 
planning 

15-25 

•    design  a  forecast  that 
incorporates  economic 
trends  and  world 
markets 

•  conducting  a  market  survey  for  a  local,  national  and 
international  product  to  determine  its  viability 

•  given  appropriate  data,  preparing  a  financial 
forecast  for  a  new  business  and/or  an  existing 
business 

75-85 

•    demonstrate  effort  to 
refine  basic 
competencies. 

•     observations  of  individual  effort  and  interpersonal 
interaction  during  the  instructional  period, 
emphasizing: 

-  managing  learning 

-  acting  ethically 

-  managing  resources 

-  teamwork  and  leadership 

-  demonstrating  responsibility. 

Assessment  Tools 

Observation  Checklist:  Basic  Competencies 

No  mark 
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MODULE  FIN307:  FINANCIAL  PLANNING  (continued) 


Concept 

Specific  Learner  Expectations 

Notes 

Market  Research 

The  student  should: 

•     determine  the  market  demand;  e.g.: 

-  geographic  area 

-  competitors 

-  target-share 

-  forecasting  sales. 

World  Markets 

•  discuss  the  effects  of  political  decisions  on  world 
markets 

•  explain  the  ramifications  of  world  markets  on 
local  business  forecasting. 

Economic  Trends 

•     discuss  the  impact  of  economic  trends,  such  as 
interest  rates,  inflation,  competition, 
technology  and  labour  market,  on  financial 
planning. 

Contact  Chamber  of 
Commerce  and  other 
groups  to  get  local 
information. 

Taxes 

•     relate  financial  planning  to  tax  implications. 

Forecasting 

•  explain  what  information  is  required  to  prepare 
a  forecast  for  a  business  including: 

-  a  capital  plan 

-  an  operating  forecast 

-  a  pro  forma  balance  sheet 

•  prepare  a  forecast  for  a  new  business  with  data 
supplied. 
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Financial 
Management 


ASSESSMENT  TOOLS 


(Revised) 


Draft,  June  1995 


OBSERVATION  CHECKLIST:  BASIC  COMPETENCIES 

The  following  basic  competencies  (KSA)  are  integrated  throughout  the  CTS  program.  A  student's 
performance  and  growth  should  be  assessed  through  observations  involving  the  student,  the  teacher, 
peers  and  others.  As  the  student  progresses  through  the  levels,  he  or  she  builds  on  competencies  gained 
in  earlier  levels. 


) 


Basic 
Competency 

Stage  1 

Stage  2 

Stage  3 
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Managing 
Learning 

The  student  will: 

□  be  able  to  identify/locate 
appropriate  reference/ 
information  sources 

Q  identify  and  demonstrate  a 
variety  of  learning  skills  and 
tools;  e.g.,  learning  styles/ 
preferences  and  strategies 
such  as  notemaking,  concept 
mapping,  etc. 

The  student  will: 

□  apply  a  variety  of  learning 
styles/preferences  to  enhance 
ability  to  acquire  new 
information  recall  and  apply 
knowledge 

The  student  will: 

0  draw  and  defend  conclusions 

from  available  information 
D  extract  rules  or  principles 
□  apply  rules  and  principles  to 
new  situations 

Being 
Innovative 

D  recognize  opportunities  and 

problems 
D  specify  goals  and  constraints 
D  generate  alternatives 
0  consider  risks 
□  evaluate  and  select  best 

alternative 

D  think  critically  and  act 
logically  to  evaluate 
situations,  solve  problems 
and  make  decisions 

D  combine  ideas  or  information 

in  new  ways 
D  make  connections  between 

"seemingly  unrelated  ideas 
□  prepare,  validate  and 

implement  plans  that  reveal 

new  possibilities 

Ethics 

□  identify  appropriate  ethical 
behaviour 

□  demonstrate  appropriate 
ethical  behaviour 

□  encourage  and  support  others 
to  demonstrate  ethical 
behaviour 

Managing 
Resources 

□  allocate  time  effectively  by 
selecting  relevant,  goal- 
related  activities,  ranking 
them  in  order  of  importance, 
allocating  time,  and  preparing 
and  following  schedules. 

D  allocate  materials  and  use 
facilities  effectively  by 
acquiring,  storing,  and 
distributing  materials, 
supplies,  parts,  equipment, 
space,  or  final  products  in 
order  to  make  best  use  of 
them. 

D  allocate  human  and  other 
resources  effectively  by 
assessing  knowledge  and 
skills,  distributing  work  and 
materials,  evaluating 
performance  and  providing 
feedback. 
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Communication 

D  prepare  and  effectively 
present  accurate,  concise 
written,  visual  and  oral 
reports 

D  communicate  thoughts, 
feelings,  and  ideas  to  justify 
or  challenge  a  position  by 
encouraging,  persuading, 
convincing  or  otherwise 
motivating  individuals  or 
groups 

D  negotiate  effectively  by 
working  towards  an 
agreement  that  may  involve 
exchanging  specific  resources 
or  resolving  divergent 
interests 

Teamwork, 
Leadership  and 
Service 

□  participate  as  an  effective 
member  of  a  team  by  working 
cooperatively  with  others  and 
contributing  ideas, 
suggestions  and  effort 

D  recognize  and  respect  peoples' 
diversity  and  individual 
differences 

□  serve  clients  and  customers 
effectively  by  listening 
carefully  to  understand  their 
needs  and  by  providing  as 
much  assistance  as  possible  to 
satisfy  their  expectations 

□  lead  when  appropriate, 

mobilizing  the  group  for  high 
performance 

Demonstrating 
Responsibility 
(Safety  and 
Accountability) 

n  demonstrate  high  standards  in 
attendance  and  punctuality 

□  be  trustworthy  and  honest  in 
dealing  with  others 

□  follow  safe  procedures 
consistently  and  recognize  and 
eliminate  potential  hazards. 

D  understand  and  evaluate  the 
impact  on  self  and  the 
organization  for  breaking 
with  organizational  or 
societal  values  and 
regulations. 

D  work  hard  to  excel  at  setting 
and  meeting  goals,  doing 
tasks,  setting  high  standards 
and  paying  attention  to 
important  details. 
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ASSESSMENT  TOOLS 

The  following  pages  include  background  information  and  strategies  for  assessing  student  achievement,  and 
the  assessment  tools  that  are  listed  in  Sections  D,  E  and  F  of  this  Guide. 


This  section  of  the  Guide  to  Standards  and  Implementation  has  been  designed  to  provide  a 
common  set  of  assessment  tools  that  can  be  applied  in  each  module  in  CTS  throughout  the 
province  L  The  goal  is  to  establish  assessment  standards  that  are  fair  and  credible,  and 
challenge  junior  and  senior  high  school  students  as  they  proceed  through  the  CTS 
program. 

These  tools  will  assist  teachers  throughout  the  province  to  more  consistently  assess 
student  achievement.  The  purpose  of  expanding  on  the  assessment  standards  is  to: 

•  increase  confidence  among  students,  parents,  business/industry  and  post-secondary 
that  students  can  demonstrate  the  competencies  specified  in  the  modules  they  have 
completed 

•  encourage  fairness  and  equity  in  how  students'  efforts  are  judged 

•  enable  learners  to  focus  effort  on  key  learnings 

•  support  teachers  and  community  partners  in  planning  and  implementing  CTS. 

These  tools  are  in  draft  form  and  are  being  validated  between  now  and  1997  during  the 
optional  stage  of  CTS  implementation. 


Assessing  Student  Achievement  in  CTS 

Assessing  Student  Achievement  in  Financial  Management 

Assessment  Tools  Generic  to  CTS 

Basic  Competencies  Reference  Guide 

Assessment  Tools  Generic  to  Financial  Management 
PRE  100:       Presentations/Reports 
PRE200:        Presentations/Reports 

FINDOC-A:  Assessment  Tool  for  Manually  Prepared  Documents/Components 
FTNDOC-B:  Assessment  Tool  for  Manually  Prepared  Documents/Components 
FINMKG-1:  Marking  Guide  for  a  Worksheet 
FINMKG-2:  Marking  Guide  for  an  Income  Statement 
FTNMKG-3:  Marking  Guide  for  a  Capital  Statement/Statement  of 

Owner's  Equity 
FTNMKG-4:  Marking  Guide  for  a  Report  Form  Balance  Sheet 
FINMKG-5:  Marking  Guide  for  Post-Closing  Trial  Balance 

Assessment  Tools  for  Modules  in  Financial  Management 


FIN101-1 
FIN101-2 
FIN101-3 
FTN103-1 


Introduction  to  Financial  Management 
Sample  Concept  Test 
Presentations/Reports 
Sample  Analysis  Questions 
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ASSESSING  STUDENT 
ACHIEVEMENT  IN  CTS 

The  CTS  assessment  standards  assess  two  basic 
forms  of  competency: 

•  What  a  student  can  do? 

•  make  a  product  (e.g.,  wood  bowl,  report, 
garment) 

•  demonstrate  a  process 

•  strand-related  competencies  (e.g., 
keyboarding,  hair  cutting,  sewing 
techniques,  lab  procedures) 

•  basic  competencies  (e.g.,  resource  use, 
safety  procedures,  teamwork) 

•  What  a  student  knows? 

•  knowledge  base  needed  to  demonstrate  a 
competency  (link  theory  and  practice). 

CTS  Defines  Summative  Assessment  Standards 

The  assessment  standards  and  tools  defined  for  the 
CTS  modules,  referenced  in  Sections  D,  E  and  F  of 
this  Guide,  focus  on  the  final  (or  summative) 
assessment  of  student  achievement. 

Assessment  throughout  the  learning  period  (or 
formative  assessment)  will  continue  to  assess  how 
students  are  progressing.  Teachers  direct  and 
respond  to  students'  efforts  to  learn  -  setting  and 
marking  tasks  and  assignments,  indicating  where 
improvement  is  needed,  sending  out  interim 
reports,  congratulating  excellence,  etc. 

Teachers  will  decide  which  instructional  and 
assessment  strategies  to  apply  during  the  formative 
learning  period.  As  formative  and  summative 
assessment  are  closely  linked,  some  teachers  may 
wish  to  modify  the  tools  included  in  this  section  to 
use  during  the  instructional  process.  Teachers  may 
also  develop  their  own  summative  assessment  tools 
as  long  as  the  standards  are  consistent  with  the 
minimum  expectations  outlined  by  Alberta 
Education. 


Grading  and  Reporting  Student  Achievement 

When  a  student  can  demonstrate  ALL  of  the  exit- 
level  competencies  defined  for  the  module  (Module 
Learner  Expectations),  the  teacher  will  designate 
the  module  as  "successfully  completed."   The 
teacher  will  then  use  accepted  grading  practices  to 
determine  the  percentage  grade  to  be  given  for  the 
module—a  mark  not  less  than  50%. 

The  time  frame  a  teacher  allows  a  student  to 
develop  the  exit-level  competency  is  a  local 
decision.  NOTE:  The  Senior  High  School 
Handbook  specifies  that  students  must  have  access 
to  25  hours  of  instruction  for  each  credit.  Students 
may,  however,  attain  the  required  competencies  in 
less  time  and  may  proceed  to  other  modules. 

Teachers  are  encouraged  to  consult  their 
colleagues  to  ensure  grading  practices  are  as 
consistent  as  possible. 

High  school  teachers  may  wish  to  refer  to 
"Directions  for  Reporting  Student  Achievement  in 
CTS"  for  information  on  how  to  use  the  CTS 
course  codes  to  report  credits  students  have  earned 
to  Alberta  Education.  (Copies  of  this  document 
have  been  forwarded  to  superintendents  and  senior 
high  school  principals.) 

Components  of  Assessment  Standards  in  CTS 

The  following  components  are  included  in  each 
module: 

•     module  learner  expectations  (shaded  left 
column  of  the  module)  define  the  exit-level 
competencies  students  are  expected  to  achieve 
to  complete  a  module.  Each  MLE  defines  and 
describes  critical  behaviors  that  can  be 
measured  and  observed.  The  student  must 
meet  the  standard  specified  for  ALL  MLEs 
within  a  module  to  be  successful.  (MLEs  will 
not  change  until  J  997  when  minor 
adjustments  may  be  made  to  update  and 
clarify  wording.) 
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•  suggested  emphasis  (right  column  of  the 
module)  provides  a  guideline  for  the  relative 
significance  of  each  MLE  and  can  be  used  to 
organize  for  instruction.  (In  draft  until  early 
1997,  revisions  to  selected  modules  will  be 
distributed  in  June  1995  and  1996  with  final 
revisions  in  June  1997.) 

•  conditions  and  criteria  (middle  column  of  the 
module)  set  the  framework  for  the  assessment 
of  student  competency,  specifying  the 
minimum  standard  for  performance  and 
including  a  reference  to  assessment  tools. 
where  appropriate.  (In  draft  until  early  1997, 
revisions  to  selected  modules  will  be 
distributed  in  June  1995  and  1996  with  final 
revisions  in  June  1997.) 

Conditions  outline  the  specifications  under 
which  a  student's  competency  can  be  judged. 
For  example,  the  conditions  could  specify 
whether  the  assessment  should  be  timed  or  not, 
or  if  the  student  should  be  allowed  to  access  to 
support  resources  or  references. 

Criteria  define  the  behaviors  that  a  student 
must  demonstrate  to  meet  the  designated 
standard.  For  example,  the  criteria  could 
describe  the  various  techniques  that  must 
demonstrated  when  using  a  tool,  and/or 
describe  the  minimum  components  of  a  project 
the  student  must  complete. 

Standard  -The  standard  may  be  defined  by  ( 1 ) 
assessment  tools,  which  are  referenced  in  this 
section  (or  sometimes  in  approved  learning 
resources)  and/or  (2)  exemplars  of  student 
work  (to  be  developed  and  distributed  as 
"Reference  Sets"  in  June  1997). 

Assessment  Tools  included  in  this  section  of 
the  Guide  (e.g.  checklists,  rubrics/rating 
scales)  tend  to  be  of  two  types: 

•     tools  generic  to  a  strand  or  to  the  entire 
CTS  program;  e.g.,  a  standard  4-point 
Project  Assessment  Scale  /  Rubric  is  used 
.   in  all  strands.  Other  generic  tools  being 
developed  include  assessing  reports  and 


presentations  and  lab  safety  checklists. 
(Names  of  these  tools  include  the  strand 
code  (e.g.,  "INF"  for  Information 
Processing)  and  a  code  for  the  type  of 
tool  (e.g.,  "TDENT"for  Text-Data 
Entry).) 

•  tools  specific  to  a  module;  e.g.,  assessment 
checklist  for  assessing  a  venture  plan  in 
Enterprise  and  Innovation  or  a  checklist 
for  sketching,  drawing  and  modeling  in 
Design  Studies.  (Names  of  these  tools 
include  the  module  code;  e.g.,  "INF101- 
1"  indicating  that  it  is  the  first  module- 
specific  tool  used  in  Information 
Processing  101.) 

•  Exemplars  /  Reference  Sets  :  Selected 
examples  of  student  work  in  print,  audio, 
video  and/or  CD-ROM  formats  are 
scheduled  to  be  available  by  June  1997. 
These  exemplars  will  supplement  the 
assessment  tools  and  help  teachers  decide 
if  a  student's  work  is  at  standard,  above 
standard,  or  not  yet  at  standard. 

Development  and  Validation  Processes 

The  "Conditions  and  Criteria"  and  "Suggested 
Emphasis"  columns  and  related  assessment  tools 
are  being  validated  1994-97,  with  extensive  input 
from  teachers,  professional  associations  /  contacts 
and  post-secondary  institutions.  The  goal  is  to 
prepare  well-structured  assessment  standards  and 
related  assessment  tools  that: 

•  establish  an  appropriate  level  of  challenge  and 
rigor 

•  relate  directly  to  the  type  of  learning  described 
in  the  curriculum  standard 

•  are  easy  to  understand 

•  efficient  to  implement 

•  can  provide  a  consistent  measure  of  what  was 
expected  to  be  measured. 
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ASSESSING  STUDENT 

ACHIEVEMENT  IN  FINANCIAL 

MANAGEMENT 

The  Financial  Management  curriculum  is  based 
on  the  premise  that  recognizable  outcomes  may 
be  compared  to  stated  standards.  In  Financial 
Management,  the  standards  identify  students' 
growth  in  knowledge,  skills  and  attitudes.  The 
curriculum  defines  outcomes  through  the  Module 
Learner  Expectations  (MLEs)  and  Specific 
Learner  Expectations  (SLEs).  It  also  suggests 
criteria  and  conditions  for  assessment  and  the 
emphasis  to  be  placed  on  each  expectation.  These 
elements  combine  to  provide  an  overall 
framework  for  instruction  and  assessment. 


Assessment  Strategies  and  Tools 

A  variety  of  tools  have  been  provided  for  your 
reference  and  use.  In  the  development  of  the 
assessment  materials  there  has  been  an  attempt  to 
keep  it  as  simple  as  possible  while  also  providing 
guidance  and  assistance  to  teachers.  The  tools  are 
intended  to  help  you  assess  students'  work  as 
accurately  and  consistently  as  possible  by  stating 
standards  of  performance  for  elements  felt  to  be 
important  within  the  curriculum  as  a  whole  or  in 
specific  modules.  They  also  provide  standards  for 
"basic  competencies''  students  should  be  able  to 
demonstrate  while  engaged  in  learning. 

The  tools  that  have  been  developed  are  intended 
to  be  used  as  summative  assessment  tools. 
Depending  on  the  way  the  classroom  is 
organized,  they  may  be  used  when  the  student 
has  indicated  he  or  she  is  ready  for  the  final 
assessment  or  by  the  entire  class  at  the  end  of  the 
learning  period. 


Tools  Generic  to  CTS 

The  rubric  has  been  used  to  develop  several  of 
the  tools  in  CTS.  A  generic  rubric  for  assessing 
the  processes  CTS  students  apply  in  completing  a 
task  or  project  is  included  in  this  section.  It  is 


based  on  the  notion  that  students  will  follow  a 
process  as  they  work  through  their  projects  and 
that  this  process  has  a  number  of  sequential 
steps.  The  rubric  shows  the  increasing 
expectations  from  the  introductory,  to  the 
intermediate,  to  the  advanced  level. 

Some  assessment  tools,  e.g.,  Presentation/Report 
(PRE  100,  PRE200  and  PRE300)  are  generic  to 
CTS.  In  assessing  MLEs  at  the  introductory 
level,  PRE  100  would  be  used.  The  tool  PRE200 
would  be  used  at  the  intermediate  level  and 
PRE300  would  be  used  at  the  advanced  level. 
Since  the  content  portion  of  this  tool  must  relate 
specifically  to  an  MLE  in  a  module,  the  tool  has 
been  adapted  and  included  under  Assessment 
Tools  Specific  to  the  Financial  Managment 
Strand.  It  is  labelled,  e.g.,  as  FIN101-1,  where 
FIN  refers  to  the  strand,  101  to  the  module,  and  - 
1  to  the  tool  number  (within  the  module). 

Tools  Generic  to  Financial  Management 

Some  MLEs  in  the  Financial  Management  strand 
have  as  the  conditions  and  criteria  for  assessment 
the  completion  of  a  project.  Two  tools, 
Assessment  Tool  for  Manually  Prepared 
Documents/Components  (FINDOC-A  and 
FINDOC-B),  have  been  developed  to  help  assess 
the  documents/components  that  may  be  included 
in  a  project,  e.g.,  income  statement,  balance 
sheet.  Either  one  of  these  tools  will  provide  the 
same  results.  Both  have  been  included  to  provide 
a  choice  to  those  using  the  tool.  There  are  also 
Marking  Guides  to  assist  with  the  assessment  of 
each  document/component.  These  guides  were 
prepared  to  provide  consistency  in  the  way  in 
which  these  items  are  assessed.  This  tool  may  be 
used  at  the  introductory  and  intermediate  levels. 

Some  tools  provide  a  rubric  to  determine  whether 
the  level  of  competency  is  above  standard,  at 
standard  or  below  standard.  The  tools  generic  to 
CTS  have  been  developed  with  a  5-point  scale. 
The  tools  generic  to  Financial  Management  have 
been  developed  with  a  4-point  scale.  These  tools 
will  be  revised  to  the  5-point  scale  before  1997. 
It  is  recognized  that  this  scale  will  have  to  be 
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translated  into  a  percentage  mark  for  reporting 
purposes 


Tools  Specific  to  Financial  Management 

The  tools  that  have  been  developed  to  assess 
specific  MLEs  in  a  module  are  labelled  with  the 
module  number  and  the  tool  number  (e.g., 
FIN101-1  or  FIN101-2).  They  are  referred  to 
under  the  conditions  and  criteria  section. 

Some  tools  for  specific  MLEs  at  the  introductory 
and  intermediate  level  have  yet  to  be  developed. 
In  some  instances  where  the  tool  suggested  has 
been  a  test,  a  sample  test  or  sample  questions 
have  been  included.  The  authorized  learning 
resources  for  Financial  Management  include 
teaching  resources  that  have  test  banks  and  other 
suggested  assessment  strategies.  It  is 
recommended  that  these  be  used  to  prepare 
appropriate  test  banks.  When  test  banks  are 
being  used,  a  separate  assessment  of  the  basic 
competencies  would  be  required.  Sample 
checklists  to  assess  basic  competencies  are 
included.  Choose  the  one  most  appropriate. 
Assessment  materials  currently  being  used  may 
continue  to  be  used  if  they  assess  the  criteria  and 
conditions  for  an  MLE. 


Emphasis  for  Assessment 

The  "Suggested  Emphasis"  column  provides  a 
guideline  for  the  relative  significance  of  each 
MLE  to  assist  in  organizing  for  instruction.  The 
basic  competencies  are  expected  to  be  integrated 
throughout  and  therefore  the  tools  have  been 
designed  to  assess  the  relevant  basic 
competencies  and  the  product,  process  and/or 
theory.  The  exception  to  this  would  be  when  a 
test  bank  is  being  used.  In  this  case  it  is 
recommended  that  basic  competencies  be 
assessed  separately. 
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BASIC  COMPETENCIES  REFERENCE  GUIDE 

The  following  basic  competencies  (KSA)  are  integrated  throughout  the  CTS  program.  A  student's 
performance  and  growth  should  be  assessed  through  observations  involving  the  student,  the  teacher,  peers 
and  others.  As  the  student  progresses  through  the  levels,  he  or  she  builds  on  competencies  gained  in  earlier 
levels. 


Basic 
Competency 

Stage  1 

Stage  2 

Stage  3 

p 

e 

r 
s 

0 

n 
a 
1 

M 
a 
n 
a 

g 

e 
m 
e 
n 
t 

Managing 

learning 

The  student  will: 

D   be  able  to  identify/locate 
appropriate  reference/ 
information  source* 

D   identify  and  demonstrate  a  variety 
of  learning  skills  and  tools;  e.g, 
learning  stylet/  preferences  and 
strategies  such  as  notemaking, 
concept  mapping,  etc. 

The  student  will: 

0      apply  a  variety  of  learning 
styles/preferences  to  enhance 
ability  to  acquire  new 
information  recall  and  apply 
knowledge 

The  student  will: 

D  draw  and  defend  conclusions 

from  available  information 
D   extract  rules  or  principles 
D   apply  rules  and  principles  to  new 
situations 

Being 
Innovative 

D      recognize  opportunities  and 

problems 
D    specify  goals  and  constraints 
D   generate  alternatives 
D   consider  risks 
D  evaluate  and  select  best 

alternative 

D  think  critically  and  act  logically 
to  evaluate  situations,  solve 
problems  and  make  decisions 

D  combine  ideas  or  information  in 

new  ways 
D  make  connections  between 

seemingly  unrelated  ideas 
D  prepare,  validate  and  implement 

plans  that  reveal  new  possibilities 

Ethics 

D  identify  appropriate  ethical 
behaviour 

D  deuiunstiate  appropriate  ethical 
behaviour 

D  encourage  and  support  others  to 
demonstrate  ethical  behaviour 

Managing 
Resources 

D   allocate  time  effectively  by 
selecting  relevant,  goal-related 
activities,  ranking  them  in  order 
of  importance,  allocating  time, 
and  preparing  and  following 
schedules. 

D  allocate  materials  and  use 

facilities  effectively  by  acquiring, 
storing,  and  distributing 
materials,  supplies,  parts, 
equipment,  space,  or  final 
products  in  order  to  make  best 
use  of  them. 

D  allocate  human  and  other 

resources  effectively  by  ««~-*"c 
knowledge  and  skills,  distributing 
work  and  materials,  evaluating 
performance  and  providing 
feedback. 

S 

0 

c 
i 
a 
1 

I 
n 

t 

e 
r 
a 
c 
t 
i 

0 

n 
s 

Communication 

G    prepare  and  effecti very  present 
accurate,  concise  written,  visual 
and  oral  reports 

0   communicate  thoughts,  feelings, 
and  ideas  to  justify  or  challenge  a 
position  by  encouraging, 
nfrwiadrng,  convincing  or 
otherwise  motivating  individuals 
or  groups 

D  negotiate  effectively  by  working 
towards  an  agreement  that  may 
involve  mrriwnging  specific 
resources  or  resolving  divergent 

interests 

Teamwork, 
Leadership 
and  Service 

D  participate  as  an  effective 
member  of  a  team  by  working 
cooperatively  with  others  and 
contributing  ideas,  suggestions 
and  effort 

D  recognize  and  respect  peoples' 
diversity  and  individual 
differences 

D  serve  clients  and  customers 
effectively  by  listening  carefully 
to  understand  their  needs  and  by 
providing  as  much  assistance  as 
possible  to  satisfy  their 

D  lead  when  appropriate, 
mobilizing  the  group  for  high 
performance 

Demonstrating 
Responsibility 
(Safety  and 
Accountability) 

D  demonstrate  high  standards  in 
attendance  and  punctuality 

D   be  trustworthy  and  honest  in 
dealing  with  others 

D  follow  safe  procedures 

consistently  and  recognize  and 
eliminate  potential  hazards. 

D  understand  and  evaluate  the 
impact  on  self  and  the 
organization  for  breaking  with 
organizational  or  societal  values 
and  regulations. 

D  work  hard  to  excel  at  setting  and 
meeting  goals,  doing  tasks, 
setting  high  standards  and  paying 
attention  to  important  detail*. 
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ASSESSMENT  TOOL  for  MANUALLY  PREPARED 
DOCUMENTS/COMPONENTS 


TOOL  FINDOC-A 


STUDENT  NAME: 


MODULE  NO: 


PROJECT: 


TIME  ALLOCATION: 


Criteria  and  Conditions 

•  The  standard  of  2  must  be  met  or  exceeded  for  each  component  in  an  assignment 

•  All  components  of  the  assignment  must  be  completed 

•  Final  figures  on  each  component  must  be  correct 

•  Documents  must  be  prepared  in  proper  sequence. 

Level  of  Competency: 

4  Excellent  The  student  successfully  completed  the  component  working  on  independent  basis.  The 

component  was  numerically  accurate  and  properly  formatted,  and  the  student  completed  the  work  within 

the  time  limit 
3  Above  Standard  The  student  successfully  completed  the  component  working  on  independent  basis.  The 

component  was  numerically  accurate  with  minor  formatting  error(s)  to  a  maximum  of  2  and  the  student 

completed  the  work  within  the  time  limit. 
2  Standard  The  student  completed  the  component  working  with  limited  assistance.  The  assignment  may  have 

a  maximum  of  2  minor  numerical  errors,  and  a  maximum  of  2  minor  formatting  errors.  The  student  may 

exceed  the  time  limit*. 

*The  amount  by  which  the  student  may  exceed  the  time  limit  would  be  determined  by  the  teacher. 
1  Below  Standard  The  assignment  had  major  error(s)  and/ or  was  incomplete. 

Minor  Numerical  Errors  -  errors  that  don't  affect  the  final  figures. 

Minor  Formatting  Errors  -  errors  in  indentions,  underlining,  use  of  abbreviations,  spelling,  neatness. 

NOTE:  Refer  to  the  Marking  Guides  noted  below  for  further  clarification  and  assistance 

Directions: 

Circle  the  appropriate  number  for  each  component  based  on  the  above  Level  of  Competency  descriptions. 


Documents/Components 

Level  of  Compel 

ency 

Marking  Guide 

Chart  of  Accounts 

.     4 

3 

2            1 

I            N/A 

Ledger(s) 

4 

3 

2    •       1 

I            N/A 

Journals 

4 

3 

2            1 

I            N/A 

Trial  Balance 

4 

3 

2           1 

I            N/A 

Petty  Cash 

4 

3 

2           1 

I            N/A 

Worksheet 

4 

3 

2        : 

I            N/A 

FINMKG-1 

Statement  of  Income 

4 

3 

2        : 

t            N/A 

FTNMKG-2 

Statement  of  Owner's  Equity 

4 

3 

2 

I            N/A 

FTNMKG-3 

Balance  Sheet 

4 

3 

2 

I            N/A 

FINMKG-4 

Closing  Entries 

4 

3 

2 

I            N/A 

FINMKG-5 

Post  Closing  Trial  Balance 

4 

3 

2 

I            N/A 

FINMKG-6 
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ASSESSMENT  TOOL  for  MANUALLY  PREPARED 
DOCUMENTS/COMPONENTS 


TOOL  FINDOC-B 


STUDENT  NAME: 


MODULE  NO: 


PROJECT: 


TTME  ALLOCATION: 


Criteria  and  Conditions: 

•  The  standard  of  2  must  be  met  or  exceeded  for  each  component  in  an  assignment 

•  All  components  of  the  assignment  must  be  completed 

•  Final  figures  on  each  component  must  be  correct 

•  Documents  must  be  prepared  in  proper  sequence. 


Level  of  Competency: 


4-  Excellent 

3  -  Above  Standard 

2 -Standard 

1  -  Below  Standard 

No  numerical  errors 

No  numerical  errors 

1-2  minor  numerical 

Major  errors/ 

errors 

incomplete 

No  formatting  errors 

1-2  minor  formatting 

1-2  minor  formatting 

Inappropriate 

errors 

errors 

formatting 

Completed  in  advance  of 

Completed  on  time 

Completed  on  time* 

Excessive  time  required 

time  allocated 

No  assistance  required 

No  assistance  required 

Limited  or  no  assistance 

required 

Required  assistance 

Minor  Numerical  Errors  -  errors  that  don't  affect  the  final  figures. 

Minor  Formatting  Errors  -  errors  in  underlining,  use  of  abbreviations,  spelling,  neatness. 

*  The  amount  by  which  the  student  may  exceed  the  time  limit  would  be  determined  by  the  teacher. 

NOTE:  Refer  to  the  Marking  Guides  noted  below  for  further  clarification  and  assistance. 

Directions: 

Circle  the  appropriate  number  for  each  component  based  on  the  Level  of  Competency  chart  above. 


Documents/Components 

Level  of  Competency 

Marking  Guide 

Chart  of  Accounts 

4 

3 

2            1 

N/A 

Ledgers) 

4 

3 

2            1 

N/A 

Journals 

4 

3 

2            1 

N/A 

Trial  Balance 

4 

3 

2            1 

N/A 

Petty  Cash 

4 

3 

2            1 

N/A 

Worksheet 

4 

3 

2            1 

N/A 

FINMKG-1 

Statement  of  Income 

4 

3 

2            1 

N/A 

FINMKG-2 

Statement  of  Owner's  Equity 

4 

3 

2            1 

N/A 

FINMKG-3 

Balance  Sheet 

4 

3 

2            1 

N/A 

FINMKG-4 

Closing  Entries 

4 

3 

2            1 

N/A 

FINMKG-5 

Post  Closing  Trial  Balance 

4 

3 

2            1 

N/A 

FINMKG-6 
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TOOL  FINMKG-2 


MARKING  GUIDE  FOR  AN  INCOME  STATEMENT 


o\ 

Qtj&t-rsXAl 

(2) 

<^J^ 

iStOoo 

Ctr^T  n<    rfloAr^^-rU-iT       fsftW 

(3) 

tfWAserrrly*    t\r«y*rZ^  tn*^,^  u  |Q- 

6btOOC5 

^urtrjrcva^ 

^.O&r^ 

^Iti^o  Q.V^oi^  IfT)  teJi 

6*r.6r»A 

U£SS  ir/Wln^d^.  UhM^rvfir^  T*v*^\hrs'3J,  fi- 

5&,hA^ 

Ci£»T  31  d^U  /^ 

$.000 

(4) 

/)Aor»-A.-W(ir 

4»0OO 

frfmiWAfc'-N 

^frfYV  iH<rr^rJ      r^r/v.^^ 

MO 

f{\  JD  cfi/  o-nf  .ocxrs^fcii«srww 

SO 

(5) 

^rU»wv 

*t5a 

lAjfl^*^     r»«r»*-n.^t 

^60 

w  ^_ 

15*0 

M.f,Jik«~<.     v 

2.4^ 

(6) 


(1)  Heading 

The  order  of  the  items  in  the  heading  is  important  -  WHO? 
WHAT?  WHEN?  (Note:  "For  the  Month  of..."  or  "For  the 
Year  Ended    "  must  be  used  to  indicate  that  it  is  dealing 
with  operations  over  a  period  of  time. 

(2)  Revenue 

The  column  on  the  right  is  for  final  totals,  columns  to  the  left 
are  sub-total  columns.  If  there  is  more  than  one  revenue 
account,  list  them  in  the  second  column  and  total  in  the  column 

the  right 
j)  Cost  of  Merchandise  Sold* 

It  is  important  that  this  information  be  accurately  taken  from 
the  worksheet  Calculations  should  be  made  in  the  left  column 
and  the  final  total  for  Cost  of  Merchandise  Sold  placed  in 
the  right  column. 


(4)  Gross  Profit* 

This  is  the  difference  between  Sales  and  Cost  of  Goods 
Sold. 


(5)  Expenses 

Expenses  should  appear  in  the  left  column  and  the  Total 
Expenses  be  placed  in  the  right  column 

(6)  Net  Income  (Loss) 

Net  Income  (Loss)  is  the  difference  between  Gross  Profit 
and  Total  The  total  must  be  underlined 


•If  Applicable 
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TOOLFINMKG-3 


MARKING  GUIDE  FOR  A 
CAPITAL  STATEMENT/  STATEMENT  OF  OWNER'S  EQUITY 


lcl  — 


^o-vr<^  flfrflvOfr^Cooi  J?T3«c»*Nt.^Kiq- 


01  Q"7g> 


ft)g^Jr\ 


^T*-r^fl- 


^^O 


>U/>0      L^'rTK^r^^rvflo 


fi9-fr 


(2) 


aj»t  ,Jn\/Lr\><>^g-  .^  Cguoiifv^ 


^o-rrs^  r^aflc^xaAA  rrwutorw^i^^i.fr 


L22D 


£ 


(1)  Heading 

The  order  of  the  items  in  the  heading  is  important 
-  WHO,  WHAT,  WHEN.  (Note:  "For  the  Month 

of  December ,  19 ,  must  be  used  in  a  Capital 

Statement  as  it  contains  the  net  income  or  loss  over 
a  period  of  time 


(2)  Calculations 

The  column  on  the  right  is  for  final  totals,  columns 
to  the  left  are  sub-total  columns.  The  calculation 
of  Net  Increase  or  Net  Decrease  in  Capital  is  most 
important.  The  final  total  must  be  underlined. 
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TOOL  FINMKG-4 


MARKING  GUIDE  FOR  A  REPORT  FORM  BALANCE  SHEET 


.   Assets 

no^K 

IOnOoo 

ftcc3L>-^k  (iTWp^ojJc 

fnor> 

2) 

f(\v\&v»^.drv    Jh\i+rKGsv^ 

*>4,o©<=> 

^uura^Q^ 

^>o 

^Ai/OOUeJl     J^GuJXmtS. 

i§0 

^g^t; 

G6  ,^5o 

UiaUMtfie^ 

A  Ct  atxv'F*  Vo^  «1>WJL 

I5oo 

(3) 

f-sST  fwi/^^  en^   W»^ 

<x*b 

CST  PWiri   «rvN9t*^dkor^o 

MO 

(tST  "Px*  olr&. 

5feo 

^Stafi.  #«JU£.T7eo 

3,06O 

Ca^Mai 

(4) 

^\f>^«^  DaPuOCi^,  G^oilo^ 

^  flirt 

^   Vkd  fMjLL&H.  *(1L*."Cj? 

66,956 

V) 

(1)  Heading 

The  order  of  the  items  in  the  heading  is  important  - 
WHO,  WHAT,  WHEN.  (Note:  "As  at."  or  the  date  as 
it  depicts  the  balance  sheet  accounts  at  a  specific  date.) 

(2)  &  (3)  Assets  and  Liabilities 

Assets  and  Liabilities  are  recorded  in  the  order  they  in 
which  they  appear  in  the  Balance  Sheet 
section  of  the  Work  Sheet 


(4)  Owner's  Equity  (Capital) 

This  amount  may  be  taken  from  the  Balance  Sheet 
section  of  the  Worksheet,  or  from  the  Capital 
Statement*. 


'If  Applicable 
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MARKING  GUIDE  FOR 
POST-CLOSING  TRIAL  BALANCE 


(1) 


.JL*L 


>&eJUt&U 


>S/,    /?— 


H  >  S,n,JK,t> 


rit'.ni-t: 


f^eAik 


fionk 


/£>  ooo 


Ar.<',r>,s«'t<z.  f?esr^,  /  Jaklf. 


6&0 


Ms  rtLbtirtd i  <>&  ±.  r\\)*>  yrfc/>  ir\t 


Sb'Pf/i <m>^ 


S&a/M 


zeo 


Pro.f>n\A   Tr\^i)rrr>tf><°. 


Ar.r-fiOtft.?,  PaKfohlej 


if* 


&£oc_ 


&sr  Po,/ab)g; 


Acmes,  &il*Jay      £n*4,+rt\ 


,f&> 


t>l.9So 


6.lt?0 


MJ2L 


(2) 


(3) 


(1)  Heading  (3)  Debit  and  Credit  Columns 

The  order  of  the  items  in  the  heading  is  important  These  numbers  should  be  legible  and  properly 

WHO,  WHAT,  WHEN.  The  date  is  depicted  as  at  aligned.  They  must  be  recorded  directly  from  the 

a  specific  date.  ledger.  The  totals  must  be  equal  and  underlined. 

(2)  Account  List 

The  accounts  must  be  listed  in  the  same  order  as 
they  appear  in  the  ledger. 
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SAMPLE  CONCEPT  TEST  TOOL  FIN101-2 

FIN101:  INTRODUCTION  TO  FINANCIAL  MANAGEMENT 

Acquiring  and  Using  Financial  Resources 
CREDIT 

List  six  sources  of  financial  aid  available  to  a  business  and  describe  the  services  offered 
by  each  institution.  Use  the  following  headings. 

Source  of  Financial  Aid  Services  Offered 

Susan  Miller  wants  to  open  a  craft  store  in  Red  Deer.  She  has  visited  four  craft  stores 
in  the  Red  Deer  area,  and  two  of  them  are  for  sale.  Susan  has  saved  $5,000  of  her  own 
money  but  is  not  sure  how  much  it  will  cost  to  purchase  and  maintain  the  store.  She  is 
also  unsure  as  to  where  she  could  obtain  further  financial  aid. 

List  four  questions  Susan  should  ask  existing  owners  of  craft  stores. 

If  Susan  contemplates  purchasing  an  existing  store,  what  business  records  and 
statements  should  she  ask  to  see. 

Susan's  sister,  Lilly,  has  agreed  to  loan  Susan  some  money.  List  two  advantages 
and  two  disadvantages  of  borrowing  from  a  friend,  or  relative. 

List  two  advantages  and  disadvantages  of  borrowing  the  funds  from  a  financial 
institution. 

Vocabulary  for  Credit 

The  following  words  should  appear  in  a  comprehensive  vocabulary  test  on  this 
concept 

credit 

interest 

collateral 

promissory  note 

mortgage 

co-signer 

amortization 

BANKING 

Explain  the  concept  of  automated  tellers  and  the  electronic  transfer  of  funds 

List  five  services  that  are  offered  by  a  bank. 

Explain  the  differences  between  the  two  main  types  of  bank  accounts. 

Why  do  banks  charge  interest  on  loans  and  mortgages? 

Why  do  banks  pay  interest  to  customers  on  some  forms  of  savings? 

What  are  the  risks  involved  to  the  customer  in  using  the  automated  teller? 
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SAMPLE  CONCEPT  TEST,  continued  TOOL  FIN101-2 

Vocabulary  for  Banking 

The  following  words  should  appear  in  a  comprehensive  vocabulary  test  on  this 
concept 

multi-branch  banking 

debit  card 

G.LC 

traveller's  cheques 

deposit 

N.S.F.  cheque 

P.LN. 

signature  card 

INSURANCE 

List  forms  of  insurance  available  to  an  individual. 

List  forms  of  insurance  available  to  a  business. 

Compare  the  insurance  requirements  of  an  individual  with  the  insurance  requirements 

of  a  small  business. 

What  insurance  requirements  are  required  by  an  individual  and  by  business  under 

government  legislation?. 

Explain  why  boys  in  Alberta  pay  a  higher  amount  for  car  insurance  than  girls  in 

Alberta  with  the  same  driving  record,  and  age. 

"Buying  life  insurance  is  a  good  way  to  build  your  savings."  Do  you  agree  or  disagree 
with  this  statement  State  your  reasons  . 

Vocabulary  for  Insurance 

The  following  words  should  appear  in  a  comprehensive  vocabulary  test  on  this 

concept 

endorsement 

riders 

premium 

beneficiary 

dividends 

policy 

term 

whole  life 
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SAMPLE  ANALYSIS  QUESTIONS  TOOL103-1 

MODULE  FIN103:  COMPLETING  THE  ACCOUNTING  CYCLE  FOR  A  SERVICE  BUSINESS 

MODULE  LEARNER  EXPECTATION:  The  student  mill  identify  and  apply  the  steps  in  the  accounting  cycle 
for  a  service  business  from  the  worksheet  to  the  post-closing  trial  balance 

Criteria  and  Conditions:  Assessment  of  student  achievement  will  be  based  on  completing  and 
analyzing  a  project  that  includes  a  worksheet,  financial  statements,  preparing  and  posting  closing 
entries,  post-closing  trial  balance 

NOTE: 

These  are  suggested  questions  only.  Other  questions  should  be  developed  which  relate  specifically  to 

the  project  being  completed  by  the  student. 

1.  Why  does  Net  Income  appear  in  the  Balance  Sheet  credit  colum  and  Net  Loss  appear  in  the 
Balanc  e  Sheet  debit  column  of  the  worksheet? 

2.  Explain  how  a  proprietorship  can  show  a  net  income  in  the  Income  Statement  and  a  net  decrease 
of  Owner's  Equity  in  the  in  the  Balance  Sheet. 

3.  Explain  why  expense  accounts  are  debited  and  revenue  accounts  are  credited? 

4.  One  of  your  customers  has  her  scalp  burned  as  a  result  of  the  hair  solution  used  on  her  hair  at  _ 
your  beauty  salon.  You  receive  a  letter  from  her  lawyer  asking  for  a  settlement  of  $5  000.  What  ^ 
change  will  you  record  in  your  accounting  records  as  a  result  of  receiving  this  letter?                                              g 


The  following  questions  relate  specifically  to  closing  entries  and  the  answers  are  provided. 


1.  Name  3  classifications  of   accounts  in  the  general  ledger  which  are 
referred  to  as  temporary  capital  accounts? 

A    i'Nc^c  nuc       B.   E" *  P £ n<,£ c.  TT^zcYlt     S  urt/Yl*<ir 

2.  In  what  division  of  the  general  ledger  is  the  Income  Summary  account 
placed?  s-* 

Qq.  !->,  Vq,  \ 

3.  What   kind  of  accounts  remain  open  in  the   ledger  after  the  closinc 
entries  have  been  posted? 

4.  What  is  the  purpose  of  taking  a  post-closing  trial  balance 
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SAMPLE  ANALYSIS  QUESTIONS,  continued  FIN103-1 

MODULE  FIN103:  Completing  the  Accounting  Cycle  for  a  Service  Business 

5.    Study  the  capital  account  card  below  and  answer  the  foli«w} 
questions.   (James  Wilson,  Capital) 


DATE 

ITEM 

POST  REF 

DEBIT 

CREDIT 

DR/CR 

BALANM 

MAY  1 

BAL. 

CR. 

2  000.™ 

4 

C4 

IOC. 00 

CR. 

2  100.  (&9l 

31 

- 

G2 

400.00 

CR. 

2  500.  (Hf 

31 

G2 

25.00 

CR. 

2  475. (■ 

A.  Describe  the  entry  for  May  4 

B.  Describe  the  first  entry  for  May  31  if  it  is  a  closing  entry. 


/ 


-Z 


s~> 


C.   Describe  the   second  entry  for  May  31,  if  entry  is  a  clos 
entry. 


6.    Study  the  following   Income   Summary  account   card  and  answer  thP^ 
following  questions. 


DATE 

ITEM 

POST  REF 

DEBIT 

CREDIT 

DR/CR 

BALANCE  \ 

MAY  31 

G8 

200.00 

CR 

200.00 

31 

G8 

250.00 

DR 

50.00  [ 

31 

G8 

50.00 

— ■  —  — 

T 

A. 


B. 


C. 


What  does  the  $200  on  line  1  represent? 
What  does  the  $250  on  line  2  represent? 
What  does  the  $50  on  line  3  represent? 
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LINKAGES/TRANSITIONS 


WITH  OTHER  CTS  STRANDS 

Financial  Management  can  be  linked  with  other  CTS  strands  including  Information  Processing 
(Keyboarding,  Spreadsheet),  Enterprise  and  Innovation  (Making  It  Happen),  Management  and 
Marketing  and  Career  Transitions  (project  modules).  Examples  of  appropriate  projects  could  include 
the  student  keeping  the  financial  records  and  reporting  for  the  Students'  Union,  the  school  store  or 
other  ongoing  school  activities.  The  student  would  be  under  the  supervision  of  the  teacher  while 
involved  in  the  project  module(s). 

In  the  following  strands,  specific  modules  may  be  of  interest  to  Financial  Management  students. 


Strand 

Module 

Linkage  Opportunity 

Career  Transitions 

Project  Modules 

•  if  a  student  undertakes  an  extensive  project 
beyond  the  expectations  of  the  Financial 
Management  module 

•  to  increase  the  proficiency  level  of  knowledge  and 
skills  developed  in  Financial  Management 
modules. 

Information 
Processing 

Keyboarding  I 
Spreadsheet  I 

•  to  increase  speed  and  accuracy  as  student  uses 
accounting  software 

•  to  increase  efficiency  in  preparing  spreadsheets 
used  in  many  of  the  Financial  Management 
modules. 

Management  and 
Marketing 

Management 
Managing  Resources 
Personal 

Management 

•  to  provide  an  opportunity  for  the  student  to  focus 
on  other  aspects  of  management  in  addition  to 
Financial  Management. 

) 
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Financial  Management  /H.l 
(Interim  1994) 


Financial  Management  modules  may  also  be  incorporated  into  other  strands,  e.g. 


Strand 

Financial  Management  Related  Themes 

Construction  Technologies 

Project  Planning  and  Management 

Enterprise  and  Innovation 

Analyzing  Ventures,  Financing  Ventures 

Cosmetology 

Analyzing  a  Venture 

c: 


Sample  Project  Module 

MODULE:  FINANCIAL  MANAGEMENT  SOFTWARE 

Level:  Advanced 

Prerequisite:  Introduction  to  Financial  Management  (FIN101) 

The  student  should: 

•  review  software  packages 

•  compare  and  analyze  software  packages;  e.g.: 

advanced  accounting  procedures 

-  balance  sheet 

-  forms  of  business  organization 

-  taxation  for  individuals  and  small  business 

-  management  accounting 

-  financial  analysis 

-  financial  planning 
health  services. 


i 


( 
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WITH  OTHER  SECONDARY  PROGRAMS 

Financial  Management  has  linkages  with  Career  and  Life  Management  (see  chart  in  this  section), 
with  Work  Experience  and  with  Mathematics. 

TO  THE  COMMUNITY/WORKPLACE 

The  introductory  and  intermediate  level  modules  are  designed  to  provide  students  with  the 
knowledge,  skills  and  attitudes  (the  basic  competencies)  that  are  required  in  the  workplace.  Some 
businesses  welcome  an  individual  who  has  the  basic  skills  and  is  prepared  for  further  training  from 
the  employer.  Information  from  the  National  Occupational  Classification  and  the  provincial 
Occupational  Profiles  (see  chart  in  this  section)  indicates  that  at  least  15  occupations  in  the  financial 
management  field  can  be  accessed  after  high  school. 

RELATED  POST-SECONDARY  PROGRAMS 

The  advanced  level  modules  will  provide  students  with  some  indication  as  to  whether  they  would  be 
interested  in  entering  one  of  the  business  administration  courses  at  the  college  or  university  level. 
The  National  Occupational  Classification  (NOC)  and  provincial  Occupational  Profiles  (POP;  see  chart 
in  this  section)  statistics  indicate  18  career  opportunities  at  the  college  level  and  17  at  the  university 
level. 


CREDENT!  ALLING  OPPORTUNITIES 

There  are  no  credentialling  opportunities  for  Financial  Management  modules. 
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EXTENDED  SCOPE  AND  SEQUENCE 


(Interim  Status,  September  1994) 
FINANCIAL  MANAGEMENT 


INTRODUCTORY 


INTERMEDIATE 


ADVANCED 


THEME 


Introduction  to  * 

Financial  Management 


Establishing  an  Accounting 

System  for  a  Service 

Business 


Completing  the  Accounting 
Cycle  for  a  Service  Business 


Personal  Taxation 


User 


Establishing  an  Accounting 

System  for  a  Merchandise 

Business 


Completing  an  Accounting 

Cycle  for  a  Merchandise 

Business 


Financial  Management 
Software 


Financial  Accounting 
Simulation 


Advanced  Financial 
Accounting  Procedures 


Management  Accounting 


Forms  of  Business 
Organization 


User/ 
Preparer 


—  Financial  Statements 


Taxation  -  Corporate  and  Tax 
Planning 


' —  Financial  Analysis 


Financial  Planning 


User/ 
Analyst 


Prerequisite  Recommended  prerequisite  or  corequisite 

*  Prerequisite  to  all  modules  in  this  strand. 
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LINKAGE  OPPORTUNITIES 

(Within  CTS) 


INTRODUCTORY                     INTERMEDIATE                          ADVANCED 

THEME 

Information 
Processing 

Keyboarding  I 

Spreadsheet  I 

Career 
Transitions 

CTS  Project  2A 

CTS  Project  3A" 

CTS  Project  2B 

CTS  Project  3B 

CTS  Project  2C 

CTS  Project  3C 

CTS  Project  2D 

CTS  Project  3D 
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LINKAGES  OF  CAREER  AND  LIFE  MANAGEMENT 
TO  FINANCIAL  MANAGEMENT 


..: 
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> 
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o 
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z 
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INTERPERSONAL 
CHALLENGES 


(I 


Well-Being  and  Healthy  Lifestyles 


Living  Within  Relationships 


Human  Sexuality  and  Relationships 


CAREER  EXPLORATION 


Career  Planning  Process 


Career  Alternatives 


Preparation  for  the  Workforce 


FINANCIAL  PLANNING  AND 
CONSUMER  CHOICES 


Financial  Decision  Making 


Consumer  Awareness 


( 
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CORRELATION  OF  FINANCIAL  MANAGEMENT  TO  ACCOUNTING  10-20-30, 
RECORD  KEEPING  AND  BUSINESS  CALCULATIONS 

COURSE 
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INTRODUCTION  TO 

FINANCIAL 

MANAGEMENT 

Ethics 

The  Economic  Environment 

Acquiring  and  Using 

Financial  Resources 

X 

X 

Government  Legislation 

ESTABLISHING  AN 

ACCOUNTING  SYSTEM 

FOR  A  SERVICE 

BUSINESS 

Financial  Statements 

X 

Opening  Balance  Sheet 

X 

Double  Entry  System 

X 

Ledgers 

X 

Journals 

X 

Trial  Balance 

X 

Pettv  Cash 

X 

COMPLETING  THE 

ACCOUNTING  CYCLE 

FOR  A  SERVICE 

BUSINESS 

Worksheet 

X 

X 

Financial  Statements 

X 

Closing  Entries 

X 

X 

Post-Closing  Trial  Balance 

X 

X 

Budgeting 

X 

X 

Careers 

X 

PERSONAL  TAXATION 

History 

Kinds  of  Taxes 

Tax  Administration 
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CORRELATION  OF  FINANCIAL  MANAGEMENT  TO  ACCOUNTING  10-20-30, 
RECORD  KEEPING  AND  BUSINESS  CALCULATIONS 

COURSE 
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Rights  and  Responsibilities  of 

a  Taxpayer 

Preparation  of  a  Tax  Return 

X 

X 

Where  Your  Tax  Dollars  Go 

ESTABLISHING  AN 

ACCOUNTING  SYSTEM 

FOR  A  MERCHANDISE 

BUSINESS 

Merchandise  Accounting 

X 

X 

Journals 

X 

X 

Subsidiary  Ledgers 

X 

X 

X 

Payroll 

X 
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Potential  opportunities  for  transition  into  the  Workpiace/Post- Secondary  Programs 


Occupation  Profile 

Noq/pop 

A 

B 

C 

D 

Accounting  and  Related  Clerks 

BOTH 

• 

• 

\aary 

POP 

• 

_  .jsessors,  Valuators  and  Appraisers 

BOTH 

• 

Banking  Credit  and  Other  Investment 
Managers 

NOC 

/ 

• 

Banking,  Insurance  and  Other  Financial  Clerks 

NOC 

• 

Bookkeepers 

NOC 

• 

Cashiers 

BOTH 

• 

Collectors 

BOTH 

• 

Credit/  Loans  Manager 

POP 

• 

Customs,  Ship  and  Other  Brokers 

NOC 

• 

• 

Economic  Development  Officers  and  Marketing 
Researchers  and  Consultants 

NOC 

• 

Economists  and  Economic  Policy  Researchers 
and  Analvsts 

NOC 

• 

Financial  Auditors  and  Accountants 

NOC 

• 

• 

Financial  and  Investment  Analysts 

BOTH 

• 

Financial  Managers 

BOTH 

- 

• 

Financial  Planner 

POP 

• 

Insurance  Adjusters  and  Claims  Examiners 

BOTH 

y 

^ 

• 

Insurance  Agents  and  Brokers 

BOTH 

• 

urance,  Real  Estate  and  Financial  Brokerage 
onagers 

NOC 

• 

/ 

Insurance  Underwriters 

BOTH 

• 

• 

• 

Investment  Advisor/Stockbroker 

POP 

• 

Investment  Underwriter 

POP 

• 

Loan  Officer 

NOC 

• 

• 

• 

Other  Business  Services  Managers 

NOC 

• 

Other  Financial  Officers 

NOC 

• 

• 

Payroll  Clerks 

NOC 

• 

Production  Clerks 

NOC 

• 

Property  Administrators 

NOC 

• 

Purchasing  Agents  and  Officers 

NOC 

• 

• 

Purchasing  and  Inventory  Clerks 

NOC 

• 

Purchasing  Managers 

NOC 

• 

• 

Real  Estate  Agents  and  Salespersons 

BOTH 

• 

Securities  Agents,  Investment  Dealers  and 
Traders 

NOC 

• 

• 

Supervisors,  Finance  and  Insurance  Clerks 

NOC 

• 

Tellers 

BOTH 

• 

)      High  School  Education 
Apprenticeship 


C:         College  or  Vocational  Education 
D:        University 
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INTRODUCTION 


CTS  AND  THE  RESOURCE-BASED  CLASSROOM 

Career  and  Technology  Studies  (CTS)  encourages  teachers  to  establish  a  resource-based  classroom,  where  a  variety 
of  appropriate,  up-to-date  print  and  non-print  resources  are  available.  I  .earning  resources  identified  for  CTS 
strands  include  print,  software,  interactive  videos,  manipulatives,  student  learning  guides  and  tutorials. 

The  resource-based  classroom  approach  accommodates  a  variety  of  instructional  strategies  and  teaching  styles,  and 
supports  individual  or  small  group  planning.  It  provides  students  with  opportunities  to  interact  with  a  wide  range 
of  information  sources  in  a  variety  of  learning  situations.  Students  in  CTS  are  encouraged  to  take  an  active  role  in 
managing  their  own  learning.  Ready  access  to  a  strong  resource  base  enables  students  to  learn  to  screen  and  use 
information  appropriately,  to  solve  problems,  to  meet  specific  classroom  and  learning  needs,  and  to  develop 
competency  in  reading,  writing,  speaking,  listening  and  viewing. 

PURPOSE  AND  ORGANIZATION  OF  THIS  DOCUMENT 

The  purpose  of  this  document  is  to  help  teachers  identify  a  variety  of  resources  to  meet  their  needs  and  those  of  the 
students  taking  the  new  Financial  Management  curriculum.  It  is  hoped  that  this  practical  guide  to  resources  will 
help  teachers  develop  a  useful,  accessible  resource  centre  that  will  encourage  students  to  become  independent, 
creative  thinkers. 

This  document  is  organized  as  follows: 

•  Authorized  Resources: 

-  basic  learning  resources 

-  support  learning  resources 

-  teaching  resources 

•  Other  Resources 

•  Additional  Sources. 

Some  resources  in  the  guide  have  been  authorized  for  use  in  some  or  all  of  the  CTS  strands,  e.g.,  the  1 1 -video 
Career  and  Technology  Studies  series  produced  by  ACCESS  Network.  Full  information  is  provided  in  the 
appropriate  section  of  this  resource  guide. 

Each  resource  in  the  guide  provides  bibliographic  information,  an  annotation  where  appropriate,  and  a  correlation 
to  the  Financial  Management  modules.  The  distributor  code  for  each  entry  will  facilitate  ordering  resources.  It  is 
recommended  that  teachers  preview  all  resources  before  purchasing,  or  purchase  one  copy  for  their  reference  and 
additional  copies  as  required. 


Distributor 
Code-tee 
Dutributor 

Dircctory 


Distributor 
Code 

Resources 

Levels/Mod.  No. 

1 

2 

3 

ATEC 

Author 

Title 

101 

201 

301 

Bibliographic  Information 

Annotation 

1  -Introductory 

2  «=  Intermediate 
3- Advanced 


Indicates 

EJUTDOCT 


module 
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HOW  TO  ORDER 

Most  authorized  resources  are  available  from  the  Learning  Resources  Distributing  Centre  (LRDC)  at: 

12360  -  142  Street 
Edmonton,  AB 
T5L4X9 

Telephone:  427-2767 
Fax:  422-9750 

Purchase  order  numbers  have  been  provided  (where  possible)  for  resources  available  through  the  LRDC.  The 
section  on  Additional  Sources  lists  a  variety  of  other  places  to  find  information  related  to  this  strand.  In  addition,  at 
the  back  of  this  document  is  a  Distributor  Directory,  which  contains  the  name  and  address  of  each 
publisher/distributor  referred  to  in  the  resource  list  Note  that  in  some  cases  a  resource  may  be  published  by  one 
company  but  distributed  through  another. 

The  information  contained  is  as  complete  and  accurate  as  possible. 

RESOURCE  POLICY 

For  further  information  on  resource  policy  and  definitions,  refer  to  the  Student  Learning  Resources  Policy  and 
Teaching  Resources  Policy  or  contact: 

Learning  Resources  Unit 

Curriculum  Standards  Branch 

Alberta  Education 

5th  Floor,  Devonian  Building,  East  Tower 

1 1 160  Jasper  Avenue 

Edmonton,  AB 

T5K0L2 

Telephone:  422-4872 

Fax:  422-5129 
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AUTHORIZED  RESOURCES 

BASIC  LEARNING  RESOURCES 

The  following  basic  learning  resources  have  been  authorized  by  Alberta  Education  for  use  in  the  Financial 
Management  curriculum.  A  curriculum  correlation  appears  in  the  right-hand  column. 


Distributor 
Code 

Resources 

Levels/Module  No. 

1 

2 

3 

LRDC 

Accounting:  A  Systems  Approach.  (3rd  edition.)  Henry  J.  Kaluza,  et  al. 
Toronto,  ON:  McGraw-Hill  RyersonLtd.,  1991.  LRDC  PO#273673-01. 

This  768-page  text  includes  the  accounting  cycle  for  a  service  business  and  a 
merchandising  business.   GST  transactions  and   computer   projects   are 
included.   Working  papers  are  available.   Instructor's  Manual  includes 
solutions,  supplementary  problems,  texts,  general  ledger  software  and 
supporting  manual. 

102 
103 

202 
203 
205 

301 
302 
306 

LRDC 

Accounting:  An  Introduction.  Vic  D'Amico  and  Jane  G.N.  Magnan. 
Mississauga,  ON:  Copp  Clark  Pitman  Ltd.,  1991.  LRDC  PO#272766-01. 

102 
103 

202 
203 
205 

Text   includes   realistic    descriptions   of  computer   accounting    systems, 
extensive  practice  materials  at  a  variety  of  levels,  realistic  case  studies, 
source  documents,  accounting  systems,  career  descriptions  and  five  projects. 
Student  working  papers  and  teacher's  edition  of  working  papers  are 
available.   Teacher's  manual  provides  teaching  notes  and  suggestions, 
overhead  transparency  line  masters,  answers  to  case  studies,  answers  to 
computer  exercises,  chapter  tests  and  answers.  Four  computer  template  disks 
include  ACCPAC/Bedford  Data  Files  and  Microsoft  Works,  both  keys  and 
student  disks. 

LRDC 

Accounting  1.  (5th  edition.)  G.  E.  Syme  and  T.  W.  Ireland.  Scarborough, 
ON:  Prentice-Hall  Canada  Inc.,  1993.  LRDC  PO#274217-01. 

102 
103 

202 
203 
205 

This  text  provides  topics  that  include  the  accounting  cycle,  subsidiary  ledger 
accounting,    merchandise    accounting,    specialized    journals,    computer 
accounting,  cash  control  and  banking,  analyzing  financial  statements,  and 
payroll  accounting.  This  resource  includes  a  text,  student  workbooks,  as  well 
as  teacher's  key,  annotated  teacher's  edition,  supplementary  resources  and 
computer  disks  (3.5")  for  teachers  to  use  for  supplementary  resource 
documentation. 

LRDC 

CA    Simply  Accounting®.    (DOS    Version    4.0A.)    Vancouver,    BC: 
Computer  Associates,  1993.  Courseware.  3.5"  disks  (LRDC  PO#265381- 
04),  5.25"  disks  (LRDC  PO#265878-04), 

This  updated  accounting  software  package  includes  the  disks,  user  guide  and 
accounting  manual.  New  features  include  4-digit  ledger  account  numbering 
and  bank  reconciliation. 

204 
205 
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Basic  Learning  Resources  (Cont'd.) 


Distributor 
Code 


Resources 


Levels/Module  No. 


LRDC 


LRDC 


LRDC 


LRDC 


LRDC 


CA  Simply  Accounting®.  (Macintosh  Version  1.3E.)  Vancouver,  BC: 
Computer  Associates,  1994.  Courseware.  LRDC  PO#265456-04. 

This  accounting  software  includes  the  disks,  user  guide  and  accounting 
manual.  A  minor  revision  is  the  addition  of  the  1994  tax  tables. 

Century  21  Accounting:  Advanced  Course.  (2nd  Canadian  edition.)  Miles 
Mumford,  Ray  Schafer  and  Aurelio  Delbello.  Scarborough,  ON:  Nelson 
Canada,  1992.  LRDC  PO#272922-01. 

Advanced  accounting  procedures  are  described,  applied  and  practiced,  then 
reinforced.  Topics  presented  build  on  previous  learning.  Student  Working 
Papers  and  Study  Guides  are  available  with  a  Teacher's  Edition.  Teacher's 
Reference  Guide  includes  problems,  tests,  reinforcement  activities  and 
computer  applications. 

Century  21  Accounting:  Introductory  Course.  (3rd  Canadian  edition.) 
Ray  Schafer,  Aurelio  Delbello  and  Miles  Mumford.  Scarborough,  ON: 
Nelson  Canada,  1991.  LRDC  PO#272914-01. 

The  basic  accounting  cycle  for  a  service  business,  merchandising  business 
partnership  and  corporation  are  covered.  Student  Working  Papers  and  Study 
Guides  are  available  with  a  Teacher's  Edition.  Teacher's  Reference  Guide 
includes  problems,  tests,  forms,  reinforcement  activities  and  computer 
applications.  Simulations  are  available. 

Elements  of  Accounting:  A  Senior  Course.  (3rd  edition)  Henry  Kaluza, 
William  G.  Leonard  and  Janet  L.  Ambacher  Kennedy.  Toronto,  ON: 
McGraw-Hill  Ryerson  Ltd.,  1990.  LRDC  PO#273425-01. 

Topics  covered  include  the  accounting  cycle  for  a  merchandising  business, 
inventory,  corporate  accounting,  fixed  assets,  cost  accounting,  management 
accounting  and  income  tax  accounting.  Computer  projects  are  included  in 
most  chapters.  Study  Guide  and  Working  Papers  are  available.  Instructor's 
Guide  and  Solutions  contains  supplementary  problems  and  cases  with  keys 
for  each  chapter. 

Financial  Accounting.  (2nd  edition;  Prentice-Hall  Canada  Series  in 
Accounting.)  Charles  T.Horngren,  et  al.  Scarborough,  ON:  Prentice-Hall 
Canada  Inc.,  1993.  Brief  Version  (1-12).  LRDC  PO#273045-01. 

This  soft-cover  text  (Chapters  1-12)  provides  full  introductory  coverage  of 
financial  accounting,  utilizing  widely  used  accounting  theory  and  practice. 
Accompanying  this  series  for  student  use  are  a  Student  Study  Guide  and 
Demonstration  Problems  and  student  working  papers.  Teacher  resources 
that  accompany  this  series  are  computerized  and  print-based  test  banks, 
solutions  keys  and  transparencies  and  an  Instructor's  Manual  to  help  with 
lectures,  assignments  and  examinations. 


204 
205 


301 
302 
303 
304 
306 


102 
103 


202 
203 
205 


101 


205 


301 
302 
303 
304 
306 


301 
302 
304 
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Basic  Learning  Resources  (Cont'd.) 


Distributor 
Code 


Resources 


Levels/Module  No. 


LRDC 


LRDC 


LRDC 


LRDC 


Financial  Accounting.  (2nd  edition;  Prentice-Hall  Canada  Series  in 
Accounting.)  Charles  T.  Horngren,  et  al.  Scarborough,  ON:  Prentice-Hall 
Canada  Inc.,  1993.  Text  (1-19).  LRDC  PO#273029-01. 

This  soft-cover  text  (Chapters  1-19)  provides  full  introductory  coverage  of 
financial  accounting,  utilizing  widely  used  accounting  theory  and  practice. 
Accompanying  this  series  for  student  use  are  a  Student  Study  Guide  and 
Demonstration  Problems  and  student  working  papers.  Teacher  resources 
that  accompany  this  series  are  computerized  and  print-based  test  banks, 
solutions  keys  and  transparencies  and  an  Instructor's  Manual  to  help  with 
lectures,  assignments  and  examinations. 

Making  Economic  Choices.  Dennis  C.  Doherty,  et  al.  Mississauga,  ON: 
Copp  Clark  Pitman  Ltd.,  1992.  LRDC  PO#272758-01. 

Text  focuses  on  the  impact  of  economic  policies  and  decisions  on  people; 
less  emphasis  on  abstract  concepts.  Relevant  Financial  Management  topics 
include  Business  in  the  Economy,  Government  in  the  Economy;  Money  and 
Banking,  Personal  Finance;  Managing  Money,  Economics  and  Society.  The 
accompanying  teacher's  manual  provides  answers  to  text  questions,  pre- 
and  post-tests,  supplementary  evaluation  exercises  and  suggestions  for  ways 
to  use  text  material  and  black  line  masters. 

Management  Accounting.  (2nd  edition;  Prentice-Hall  Canada  Series  in 
Accounting.)  Charles  T.  Horngren,  et  al.  Scarborough,  ON:  Prentice-Hall 
Canada  Inc.,  1993.  Text  (20-26).  LRDC  PO#273037-01. 

This  soft-cover  text  (Chapters  20-26)  is  a  continuation  of  the  Financial 
Accounting  series,  covers  the  advanced  level  modules  and  introduces  the 
student  to  management  accounting.  Student  resources  include  working 
papers  and  a  Study  Guide  and  Demonstration  Problems.  Teacher  resources 
that  accompany  this  series  are  computerized  and  print-based  text  banks, 
solutions  keys  and  transparencies  and  an  Instructor's  Manual  to  help  with 
lectures,  assignments  and  examinations. 

Principles  of  Accounting.  (2nd  edition)  Vic  D'Amico,  Ted  Palmer  and 
Tom  D'Amico.  Mississauga,  ON:  Copp  Clark  Pitman  Ltd.,  1994.  LRDC 
PO#272740-01. 

829-page  text  that  introduces  accounting  to  the  student  through  the  use  of 
computer  theory,  exercises  and  special  projects.  Includes  realistic  case 
studies  of  both  small  and  large  companies.  The  student  guide  and  working 
papers  have  a  teacher's  edition;  the  teacher  resource  manual  provides 
teaching  aids  for  each  unit,  test  items  and  answers. 


101 


101 


102 
103 


205 


301 
302 
303 
304 
306 


301 
302 
304 
306 
307 


202 
203 
205 
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SUPPORT  LEARNING  RESOURCES 


The  following  support  learning  resources  are  authorized  by  Alberta  Education  to  assist  in  addressing  some  of  the 
learner  expectations  of  a  module  or  components  of  modules. 


Distributor 
Code 

Resources 

Levels/Module  No. 

1 

2 

3 

LRDC 

Accounting:  A  Systems  Approach.  (3rd  edition.)  Henry  J.  Kaluza,  et  al. 
Toronto,   ON:  McGraw-Hill  Ryerson  Ltd.,    1991.   Study  Guide  and 
Working  Papers  1-7  (LRDC  PO#273665-01);  Study  Guide  and  Working 
Papers  8-11  (LRDC  PO#273524-01);  Study  Guide  and  Working  Papers 
12-16  (LRDC  PO#273433-01). 

See  Basic  Learning  Resources  for  annotation  and  module  correlation. 

LRDC 

Accounting:  An  Introduction.   Vic  D'Amico  and  Jane  G.N.  Magnan. 
Mississauga,  ON:  Cbpp  Clark  Pitman  Ltd.,.  .1991.  Working  Papers. 
Student  edition  LRDC  PO#2733 18-01. 

See  Basic  learning  Resources  for  annotation  and  module  correlation. 

LRDC 

Accounting  1.  (5th  edition.)  G.E.  Syme  and  T.  W.  Ireland.  Scarborough, 
ON:    Prentice-Hall   Canada   Inc.,    1993.    Student   Workbook.   LRDC 
PO#274241-01 

See  Basic  Learning  Resources  for  annotation  and  module  correlation. 

LRDC 

ACCPAC®  PLUS  Applications  Workbook.  (Version  6.0.)  Esther  Deutsch. 
Toronto,  ON:  McGraw-Hill  Ryerson  Ltd.,  1992.  LRDC  PO#272873-01. 

Introduces  students  to  ACCPAC®  Plus  6.0  and  provides  them  with  a 
thorough  understanding  of  the  many  features  of  this  package.  Requires 
ACCPAC®  Plus,  Version  6.0. 

204 

301 
307 

LRDC 

Aftermarket:    Canadian   Business   Simulation.    (DOS    Version.)    Rick 
Pellizer  and  Rob  Smythe.  Burlington,  ON:  Smythe  Computer  Software, 
1991.  LRDC  PO#273 128-01. 

Students  manage  companies  that  compete  among  themselves  to  capture  a 
portion  of  a  market  dominated  by  a  very  large  computer-managed  company. 
Simulation  can  be  modified  by  the  teacher  either  during  creation  of  the 
companies'  starting  position  or  during  the  game. 

302 
306 
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Support  Learning  Resources  (Cont'd.) 


Distributor 
Code 


Resources 


Levels/Module  No. 


LRDC 


ACC 


LRDC 


LRDC 


LRDC 


Applications  Workbook  for  Simply  Accounting®.  (Macintosh  version).  D. 
Purbhoo  and  M  Purbhoo.  Don  Mills,  ON:  Addison-Wesley  Publishers, 
1989.  Includes  Set:  Applications  Workbook,  and  Teacher's  Support 
Package  (2  -  3.5"  diskettes). 

This  resource  for  the  Macintosh  contains  12  accounting  applications  using 
.Version  1.03aR  of  the  Simply  Accounting  software  package.  The 
applications  cover  all  six  ledgers  in  the  Simply  Accounting  program.  In 
addition  it  provides  the  student  with  a  comprehensive  introduction  to  setting 
up  a  complete  computerized  accounting  system.  A  Teacher's  Support 
Package  contains  two  disks:  the  Data  Disk  and  the  Teacher's  Guide  and 
Solutions  Disk. 


Career  and  Technology  Studies:  Key  Concepts.  Edmonton,  AB:  ACCESS 
Network. 

Series  of  videos  and  utilization  guides  relevant  to  all  CTS  strands.  Series 
consists  of  Anatomy  of  a  Plan,  Creativity,  Electronic  Communication,  The 
Ethics  Jungle,  Go  Figure,  Innovation,  Making  Ethical  Decisions,  Portfolios, 
Project  Planning,  Responsibility  and  Technical  Writing. 

Century  21  Accounting:  Advanced  Course.  (2nd  Canadian  edition.)  Miles 
MurnforcLRay  Schafer  and  Aurelio  Delbello.  Scarborough,  ON:  Nelson 
Canada,  1992.  Working  Papers  and  Study  Guides:  Chapter  1-15  (LRDC 
PO#272998-01),  16-24  (LRDC  PO#27301 1-01);  Student's  Edition. 

See  Basic  Learning  Resources  for  annotation. 

Century  21  Accounting:  Introductory  Course.  (3rd  Canadian  edition.) 
Ray  Schafer,  Aurelio  Delbello  and  Miles  Mumford  Scarborough,  ON: 
Nelson  Canada,  1991.  Working  Papers  and  Study  Guides:  Chapters  1-20 
(LRDC  PO#272972-01),  20-30  (LRDC  PO#272980-01):  Student's 
Edition. 

See  Basic  Learning  Resources  for  annotation  and  module  correlation. 

Computerized  Accounting:  Using  the  Flexware  General  Ledger  System. 
(DOS  Version  4.0.)  Ray  Schafer.  Calgary,  AB:  Flexware  Data 
Corporation,  1993.  Student  Manual. 

Topics  covered  are  general  ledger,  journal  entries,  financial  statements, 
accounts  payable,  accounts  receivable,  payroll,  budget  balances,  data  export 
and  import  Uses  as  examples  sole  proprietorship,  merchandising 
partnerships  and  business  corporations. 


204 
205 


all 


all 


all 


204 
205 


301 
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■ 


Support  Learning  Resources  (Cont'd.) 


Distributor 
Code 


LRDC 


LRDC 


LRDC 


LRDC 


LRDC 


LRDC 


Resources 


Designing  an  Accounting  System  Using  ACCPAC®  Simply  Accounting®. 
Robert  Ricci.  Toronto,  ON:  McGraw-Hill  Ryerson  Ltd.,  1993.  LRDC 
PO#272881-01. 

A  comprehensive  set  of  instructions  on  how  to  set  up  the  company  books. 
Includes  a  student  text,  teacher  manual,  data  disk  and  solution  disk 
.  Requires  ACCPAC®  Simply  Accounting®  for  DOS. 

Dollars  and  Sense:  Reading  and  Interpreting  Financial  Statements.  (DOS 
Version  1.0.)  Janis  Gershman  and  Evannah  Sakamoto.  Toronto,  ON: 
Courseware  Solutions  Inc.,  1991.  Courseware.  LRDC  PO#272732-13. 

This  software  piogiam  (DOS)  provides  interactive  learning  experience  in 
reading,  analyzing  and  comparing  financial '  statements.  Topics  include 
balance  sheets,  comparing  financial  statement  items  and  debt-equity. 

Elements  of  Accounting:  A  Senior  Course.  (3rd  edition.)  Henry  J.  Kaluza. 
Toronto,  ON:  McGraw-Hill  Ryerson  Ltd.,  1990.  Study  Guide  and 
Working  Papers  1:  Chapters  1-5  (LRDC  PO#273409-01);  Study  Guide 
and  Working  Papers  2:  Chapters  6-11  (LRDC  PO#273392-01);  Study 
Guide  and  Working  Papers  3:  Chapters  12-17  (LRDC  PO#273384-01). 

See  Basic  Learning  Resources  for  annotation  and  module  correlation. 

Financial  Accounting  (Canadian  2nd  edition;  Prentice-Hall  Canada 
Series  in  Accounting.)  Charles  T.  Horngren,  et  al.  Scarborough,  ON: 
Prentice-Hall  Canada  Inc.,  1993.  Study  Guide  and  Demonstration 
Problems.  LRDC  PO#274613-01. 

See  Basic  Learning  Resources  for  annotation  and  module  correlation. 

Financial  Accounting  (Canadian  2nd  edition;  Prentice-Hall  Canada 
Series  in  Accounting.)  Charles  T.  Horngren,  et  al.  Scarborough,  ON: 
Prentice-Hall  Canada  Inc.,  1993.  Working  Papers  1-12  (LRDC 
PO#274514-01)  and  Working  Papers  13-19  (LRDC  PO#274522-01). 

See  Basic  Learning  Resources  for  annotation  and  module  correlation. 

Learning  Simply  Accounting®  for  DOS.  (DOS  Version.)  M.  Purbhoo  and 
D.  Purbhoo.  Don  Mills,  ON:  Addison-Wesley  Publishers,  1994.  LRDC 
PO#272823-01. 

This  book  contains  17  accounting  applications  using  Simply  Accounting®, 
and  provides  the  student  with  a  comprehensive  introduction  to  setting  up  a 
complete  computerized  accounting  system.  This  resource  requires  Simply 
Accounting®  Educational  DOS  Version  3.4G.  Includes  Teacher's  Support 
Package. 


Levels/Module  No. 


204 
205 


303 
304 


204 
205 


H 
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Support  Learning  Resources  (Cont'd.) 


Distributor 
Code 


Resources 


Levels/Module  No. 


LRDC 


LRDC 


LRDC 


LRDC 


LRDC 


Luggage  Merchant  Practice  Set,  The:  Sole  Proprietorship  - 
Merchandising  with  Payroll,  Business  Paper  Format.  (Canadian  2nd 
edition;  Prentice-Hall  Canada  Series  in  Accounting.)  Sylvia  Hearing  and 
Melanie  E.  Russell.  Scarborough,  ON:  Prentice-Hall  Canada  Inc.,  1993. 
Manual  Version.  LRDC  PO#274605-01. 

This  manual  simulation  provides  an  •  opportunity  for  entry  of  financial 
transactions  using  source  documents,  including  payroll  and  completing  the 
year  end,  for  a  sole  proprietorship.  This  simulation  accompanies  the 
Prentice-Hall  Canada  Series  in  Accounting.  Solutions  are  available. 

Management  Accounting.  (Canadian  2nd  edition;  Prentice-Hall  Canada 
Series  in  Accounting.)  Charles  T.  Horngren,  et  al.  Scarborough,  ON: 
Prentice-Hall  Canada  Inc.,  1993.  Study  Guide  and  Demonstration 
Problems.  LRDC  PO#274621-01. 

See  Basic  Learning  Resources  for  annotation  and  module  correlation. 

Management  Accounting.  (Canadian  2nd  edition;  Prentice-Hall  Canada 
Series  in  Accounting.)  Charles  T.  Horngren,  et  al.  Scarborough,  ON: 
Prentice-Hall  Canada  Inc.,  1993.  Working  Papers  20-26.  LRDC 
PO#274639-01. 

See  Basic  Learning  Resources  for  annotation  and  module  correlation. 

Managing  for  Excellence:  The  Fundamentals  of  Canadian  Business 
Management.  Lori  Cranson.  Toronto,  ON:  McGraw-Hill  Ryerson  Ltd., 
1989.  Student  Activity  Book.  LRDC  PO#273368-01. 

This  resource  introduces  students  to  the  subject  of  Canadian  business 
management  It  is  divided  into  three  parts:  an  overview  of  the  foundation  of 
Canada's  business  environment,  small  business  and  general  management 
concepts.  This  resource  also  includes  a  student  text  and  teacher's  guide. 

Maxwell  Jewelry:  A  Business  Simulation.  Ray  Schafer,  Aurelio  Delbello 
and  Miles  Mumford  Scarborough,  ON:  Nelson  Canada,  1991.  LRDC 
PO#274647-01. 

This  manual  simulation  for  a  merchandising  business  organized  as  a 
partnership  is  a  supplement  to  Century  21  Accounting.  It  includes  source 
documents,  combination  journal,  ledgers,  financial  statements  and 
chequebook.  This  resource  does  not  include  GST. 


205 


101 


303 


205 
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Support  Learning  Resources  (Cont'd) 


Distributor 
Code 

Resources 

Levels/Module  No. 

1 

2 

3 

LRDC 

Microwaves,  Inc.:  A  Business  Simulation.  Ray  Schafer,  Aurelio  Delbello 
and  Miles  Mumford  Scarborough,  ON:  Nelson  Canada,  1991.  LRDC 
PO#274689-01. 

This  manual  simulation  for  a  merchandising  business  organized  as  a 
corporation   is   a   supplement   to   Century   21   Accounting.    It    includes 
instructions,  source  documents,  journals,  ledgers,  financial  statements  and 
cheques.  One  kit  per  student  is  required.  Does  not  include  GST. 

301 

LRDC 

Principles  of  Accounting.  (2nd  edition.)  Vic  D'Amico,  Ted  Palmer  and 
Tom  D'Amico.  Mississauga,  ON:  Copp  Clark  Pitman  Ltd.,  1994.  Study 
Guide  and  Working  Papers.  Student  edition.  LRDC  PO#273293-01 . 

See  Basic  Learning  Resources  for  annotation  and  module  correlation. 

LRDC 

Teach    Yourself  ACCPAC®   Simply  Accounting  for    Windows®.    D. 
Purbhoo  and  M.  Purbhoo.  Don  Mills,  ON:  Addison-Wesley  Publishers, 
1992.  Includes  Set,  Text,  5.25"  diskette  and  3.5"  diskette. 

This  book  contains  12  accounting  applications  using  ACCPAC®  Simply 
Accounting®,  Version  1  .OA,  and  provides  the  student  with  a  comprehensive 
introduction  to  setting  up  a  complete  computerized  accounting  system. 

204 
205 

FPA 

Teaching  Taxes  Program   (Revised  J 993).   Winnipeg,   MB:   Revenue 
Canada  -  Customs,  Excise  and  Taxation,  1993.  Student  Workbook. 

This  workbook  focuses  on  the  General  Tax  Guide  and  the  preparation  of 
income  tax  returns  for  individuals  or  a  small  business.  The  Teacher's 
Manual  provides  an  overview  of  the  Canadian  tax  system.  This  teacher 
manual  is  three-hole  punched  and  includes  exercises  and  supplementary 
activities  to  be  used  with  the  student  guide  and  appropriate  taxation  forms 
that  can  be  obtained  yearly  from  taxation  offices. 

201 

LRDC 

Timson  Rugs:  An  Accounting  Simulation.   (2nd  edition.)  R.L.  King. 
Mississauga,  ON:  Copp  Clark  Pitman  Ltd.,  1988.  LRDC  PO#273285-01. 

A  manual  simulation  covering  the  accounting  cycle  from  source  documents  to 
financial  statements.  Special  journals  and  payroll  are  included. 
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TEACHING  RESOURCES 

The  following  teaching  resources  are  authorized  by  Alberta  Education  to  assist  teachers  in  the  instructional 
process. 


Distributor 
Code 


Resources 


Levels/Module  No. 


LRDC 


LRDC 


LRDC 


LRDC 


Accounting:  A  Systems  Approach  (3rd  edition.)  Henry  J.  Kaluza,  et  al. 
Toronto,  ON:  McGraw-Hill  Ryerson  Ltd.,  1992.  Teacher's  Resource  Book 
and  Key.  LRDC  PO#28 1907-05. 

See  Basic  Learning  Resources  for  annotation  and  module  correlation. 

Accounting:  An  Introduction.  Vic  D'Amico  and  Jane  G.N.  Magnan. 
Mississauga,  ON:  Copp  Clark  Pitman  Ltd.  Teacher's  Manual  and  4  3.5" 
discs  (1992)  (LRDC  PO#272831-01)  and  Working  Papers:  Teacher's 
Edition  (1991)  (LRDC  PO#273300-01). 

See  Basic  learning  Resources  for  annotation  and  module  correlation. 

Accounting:  The  Basis  for  Business  Decisions.  (6th  Canadian  edition.) 
Robert  F.  Meigs,  Walter  B.  Meigs  and  Wai  P.  Lam.  Toronto,  ON: 
McGraw-Hill  Ryerson  Ltd.,  1991. 

This  text  covers  the  majority  of  topics  in  the  Financial  Management 
curriculum  from  introductory  to  advanced  modules  (one  exception  being 
GST).  Demonstration  problems  and  solutions,  review  questions,  multiple 
choice  questions,  exercises,  problems  and  business  decision  cases  are  found 
at  the  end  of  each  chapter.  This  resource  includes  text  (LRDC  PO#273508- 
01),  instructor's  guide,  solutions  manual  (LRDC  PO#273491-01),  and  two 
groups  of  workbooks  (Workbook  A  Chapters  1-15,  LRDC  PO  #273483-01; 
Workbook  A  Chapters  14-26,  LRDC  PO#273475-01;  Workbook  B  Chapters 
1-15,  LRDC  PO*273467-01;  Workbook  B  Chapters  14-26,  LRDC 
PO#273459-01)  and  software. 

Accounting  Applications:  A  Systems  Approach.  Ron  Cougler  and  Norman 
J.  Shoemaker.  Toronto,  ON:  John  Wiley  &  Sons,  1992.  Text  (LRDC 
PO#284406-01),  Student  Working  Papers  and  Teacher's  Resource 
Package  (LRDC  PO#279671-01). 

Text  covers  systems  approach  to  accounting,  accounting  system  for  service 
and  merchandising  business,  cash  control,  hanVing  accounts  receivable  and 
payable,  inventory  control,  payroll  and  cost  accounting.  Computerized 
activities  designed  for  ACCPAC  Bedford  Integrated  Accounting.  Working 
papers  include  self-review  exercises.  Teacher's  Resource  Package  provides 
answers  to  text  and  working  papers  and  black  line  masters.  A  disk 
containing  nine  company  files  can  be  used  with  text 
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Teaching  Resources  (Cont'd) 


Distributor 
Code 


Resources 


Levels/Module  No. 


LRDC 


LRDC 


LRDC 


LRDC 


LRDC 


LRDC 


Accounting  1.  (5th  edition.)  G.E.  Syme.  and  T.W.  Ireland.  Scarborough, 
ON:  Prentice-Hall  Canada  Inc.,  1993.  Annotated  Teacher's  Edition  and 
Supplementary  Resources  (LRDC  PO#272849-01),  Teacher's  Key: 
Answers  to  Accompany  the  Student  Workbook  (LRDC  PO#274283-01). 

See  Basic  Learning  Resources  for  annotation  and  module  correlation. 

Applications  Workbook  for  Simply  Accounting®.  (Macintosh  version.)  D. 
Purbhoo  and  M  Purbhoo.  Don  Mills,  ON:  Addison-Wesley  Publishers, 
1989.  Includes  Set:  Applications  Workbook,  and  Teacher's  Support 
Package  (2  -  3.5"  diskettes) 

See  Support  Timing  Resources  for  annotation  and  module  correlation. 

Century  21  Accounting:  Advanced  Course.  (2nd  Canadian  edition.)  Miles 
Mumford,  Ray  Schafer  and  Aurelio  Delbello.  Scarborough,  ON:  Nelson 
Canada,  1992.  Teacher's  Reference  Guide/Courseware  (LRDC 
PO#272493-05);  Working  Papers  and  Study  Guides:  Chapter  1-15: 
Teacher's  Edition  (LRDC  PO#272948-01);  Working  Papers  and  Study 
Guides:  Chapter  16-24:  Teacher's  Edition  (LRDC  PO#273003-01). 

See  Basic  T  .faming  Resources  for  annotation  and  module  correlation. 

Century  21  Accounting:  Introductory  Course.  (3rd  Canadian  edition.) 
Ray  Schafer,  Aurelio  Delbello  and  Miles  Mumford.  Scarborough,  ON: 
Nelson  Canada,  1991.  Working  Papers  and  Study  Guides:  Chapters  1-20: 
Teacher's  Edition  (LRDC  PO#272956-01);  Working  Papers  and  Study 
Guides:  Chapters  20-30:  Teacher's  Edition  (LRDC  PO#272930-01). 
Teacher's  Reference  Guide  (LRDC  PO#272964-01). 

See  Basic  Learning  Resources  for  annotation  and  module  correlation. 

Computerized  Accounting:  Using  the  Flexware  General  Ledger  System. 
Ray  Schafer.  Calgary,  AB:  Flexware  Data  Corp.,  1992.  Teacher's  Guide 
with  student  disc,  teacher  disc  and  general  ledger  disc  (3.5"  IBM  or 
compatible). 

See  Support  Learning  Resources  for  annotation. 

Designing  an  Accounting  System  Using  ACCPAC®  Simply  Accounting®. 
Robert  Ricci.  Toronto,  ON:  McGraw-Hill  Ryerson  Ltd.,  1993.  Teacher's 
Manual 

See  Basic  Learning  Resources  for  annotation  and  module  correlation. 
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Teaching  Resources  (Cont'd.) 


Distributor 
Code 


Resources 


Levels/Module  No. 


LRDC 


LRDC 


LRDC 


LRDC 


LRDC 


LRDC 


Elements  of  Accounting:  A  Senior  Course.  (3rd  edition.)  Henry  J.  Kaluza, 
William  G.  Leonard  and  Janet  L.  Ambacher  Kennedy.  Toronto,  ON: 
McGraw-Hill  Ryerson  Ltd.,  1990.  Instructor's  Guide  and  Solutions. 
LRDCPO#273417-01. 

See  Basic  Learning  Resources  for  annotation  and  module  correlation. 

Financial  Accounting.  (Canadian  2nd  edition;  Prentice-Hall  Canada 
Series  in  Accounting.)  Charles  T.  Horngren,  et  al.  Scarborough,  ON: 
Prentice-Hall  Canada  Inc.,  1993.  Solutions  and  Teaching  Transparencies 
for  Chapters  1-12  (LRDC  PO#274530-01);  Solutions  and  Teaching 
Transparencies  for  Chapters  13-19  (LRDC  PO#274548-01). 

See  Basic  learning  Resources  for  annotation  and  module  correlation. 

Financial  Accounting.  (Canadian  2nd  edition;  Prentice-Hall  Canada 
Series  in  Accounting.)  Charles  T.  Horngren,  et  al.  Scarborough,  ON: 
Prentice-Hall  Canada  Inc.,  1993.  Solutions  Manual  1-12  (LRDC 
PO#274564-01)  and  Solutions  Manual  13-19  (LRDC  PO#274572-01). 

See  Basic  Learning  Resources  for  annotation  and  module  correlation. 

Financial  Accounting:  An  Introduction  to  Decision  Making.  (2nd 
edition.)  Henry  Dauderis.  Toronto,  ON:  Holt,  Rinehart  and  Winston  of 
Canada,  Ltd.,  1990.  Text  (LRDC  PO#273996-01)  and  Instructor's 
Resource  Manual  (LRDC  PO#273988-01). 

The  accounting  concepts  covered  in  this  text  have  a  bearing  on  real  issues 
such  as  Canada's  rapidly  escalating  debt,  changing  unemployment  insurance 
payments,  universal  medicare,  indexing  old  age  pensions  and  augmenting 
welfare  payments.  The  purpose  of  this  text  is  to  promote  "Accounting 
Literacy".  An  Instructor's  Resource  Manual  and  disks  with  Lotus  1-2-3 
templates  can  be  obtained. 

Financial  Accounting  and  Management  Accounting.  (Canadian  2nd 
edition;  Prentice-Hall  Canada  Series  in  Accounting.)  Charles  T. 
Horngren,  et  al.  Scarborough,  ON:  Prentice-Hall  Canada  Inc.,  1993. 
Instructor's  Manual.  LRDC  PO#274415-01. 

See  Basic  Teaming  Resources  for  annotation  and  module  correlation. 

Financial  Accounting  and  Management  Accounting.  (Canadian  2nd 
edition;  Prentice-Hall  Canada  Series  in  Accounting.)  Charles  T. 
Horngren,  et  al.  Scarborough,  ON:  Prentice-Hall  Canada  Inc.,  1993. 
Teaching  Transparencies:  Blackline  Masters  for  Chapters  1-26.  LRDC 
PO#274457-01. 

See  Basic  Learning  Resources  for  annotation  and  module  correlation. 
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Teaching  Resources  (Cont'd.) 


Distributor 
Code 


Resources 


Levels/Module  No. 


LRDC 


LRDC 


LRDC 


LRDC 


LRDC 


LRDC 


Financial  Accounting  and  Management  Accounting.  (Canadian  2nd 
edition;  Prentice-Hall  Canada  Series  in  Accounting.)  Charles  T. 
Horngren,  et  al.  Scarborough,  ON:  Prentice-Hall  Canada  Inc.,  1993.  Test 
Item  File;  Computerized  Test  Item  File  (IBM  Version).  LRDC 
PO#274431-01. 

See  Basic  Learning  Resources  for  annotation  and  module  correlation. 

Learning  Simply  Accounting®  for  DOS.  (DOS  Version.)  M.  Purbhoo  and 
D.  Purbhoo.  Don  Mills,  ON:  Addison-Wesley  Publishers,  1994.  Teacher's 
Support  Package.  3.5"  discs,  LRDC  PO#272790-01;  5.25"  discs,  LRDC 
PO#272782-01. 

See  Basic  Teaming  Resources  for  annotation  and  module  correlation. 

Luggage  Merchant  Practice  Set,  The:  Sole  Proprietorship  - 
Merchandising  with  Payroll,  Business  Paper  Format.  (Canadian  2nd 
edition;  Prentice-Hall  Canada  Series  in  Accounting.)  Sylvia  Hearing, 
Mike  Gronholm  and  Melanie  E.  Russell.  Scarborough,  ON:  Prentice-Hall 
Canada  Inc.,  1993.  Manual  Version:  Solutions.  LRDC  PO#274598-01. 

See  Support  Learning  Resources  for  annotation  and  module  correlation. 

Making  Economic  Choices.  Dennis  C  Doherty,  et  al.  Mississauga,  ON: 
Copp  Clark  Pitman  Ltd.,  1992.  Teacher's  Manual.  LRDC  PO#273277-01. 

See  Basic  Learning  Resources  for  annotation  and  module  correlation. 

Management  Accounting.  (Canadian  2nd  edition;  Prentice-Hall  Canada 
Series  in  Accounting.)  Charles  T.  Horngren,  et  al.  Scarborough,  ON: 
Prentice-Hall  Canada  Inc.,  1993.  Solutions  and  Teaching  Transparencies 
for  Chapter  20-26.  LRDC  PO#274556-01. 

See  Basic  Learning  Resources  for  annotation  and  module  correlation. 

Management  Accounting.  (Canadian  2nd  edition;  Prentice-Hall  Canada 
Series  in  Accounting.)  Charles  T.  Horngren,  et  al.  Scarborough,  ON: 
Prentice-Hall  Canada  Inc.,  1993.  Solutions  Manual  20-26:  LRDC 
PO#274580-01. 

See  Basic  Learning  Resources  for  annotation  and  module  correlation. 
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Teaching  Resources  (Cont'd.) 


Distributor 
Code 

Resources 

Levels/Module  No. 

1 

2 

3 

LRDC 
LRDC 

LRDC 

FPA 

Managing  for  Excellence:   The  Fundamentals  of  Canadian  Business 
Management.  Lori  Cranson.  Toronto,  ON:  McGraw-Hill  Ryerson  Ltd., 
1988.  Student  Text  (LRDC  PO#273350-01)  and  Teacher's  Resource 
(1989)  (LRDC  PO#273376-01). 

See  Support  Learning  Resources  for  annotation  and  module  correlation. 

Principles  of  Accounting.  (2nd  edition.)  Vic  D'Amico,  Ted  Palmer  and 
Tom  D'Amico.  Mississauga,  ON:  Copp  Clark  Pitman  Ltd.,  1994.  Study 
Guide  and  Working  Papers:  Teacher's  Edition.  LRDC  PO#28 1527-01 
and  Teacher's  Manual  (includes  diskettes  and  print  material).  LRDC 
PO#272807-01. 

See  Basic  Learning  Resources  for  annotation  and  module  correlation. 

School  Accounting  Modules:   Witness  Fitness  Centre,  An  Accounting 
Simulation.    (2nd   edition.)   T.W.   Ireland    Vancouver,   BC:    Certified 
General  Accountants  Association  of  Canada,  1991.  Print/  courseware. 
LRDC  PO#229709-05. 

Consists  of  four  accounting  modules:  starting  a  sole  proprietorship,  forming  a 
partnership,  expanding  the  scope  of  the  business  and  a  company  in  financial 
danger.  Includes  GST,  transparency  masters  and  computer  files. 

Teaching   Taxes  Program   (Revised  1993).    Winnipeg,   MB:   Revenue 
Canada  -  Customs,  Excise  and  Taxation,  1993.  Teacher's  Manual. 

See  Support  Learning  Resources  for  annotation  and  module  correlation. 
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FINANCIAL  MANAGEMENT  RESOURCES 


THEME  CODE: 

FORMAT  CODE: 

STATUS  CODE: 

LEVEL  COM: 

JR/SR  HIGH  CODE 

A.  User 

p  -  Print 

B- Basic 

O-Other 

1  -Introductory 

J  •  Junior  High 

B.  User/Preparer 

v-  Video 

S- Support 

2  •  Intermediate 

S- Senior  High 

C.  User/Analyst 

s-Software 

T-  Teaching 

3- Advanced 

LEVEL 


THEME 


B 


B 


B 


1 


S 


SMarket  Currency  Simulation 


Accounting  1  (Student  Workbook) 


Accounting  1  (Annotated  Teacher  Edition  and 
Supplementary  Resources) 


Accounting  1  (Teacher's  Key) 


Accounting  1  (Text)  (Sth  Ed) 


Accounting  Applications:  A  Systems  Approach  (Text) 


Accounting  Applications:  A  Systems  Approach 
(Teacher's  Resource  Pkg.,  Working  Papers) 


P.* 


Accounting  Applications:  A  Systems  Approach 
(Student  Working  Papers) 


P.s 


Accounting  for  C*™»tiAn  Colleges  (Study  Guide) 


Accounting  for  Canadian  Colleges  (Teacher  Resource) 


Accounting  for  Canadian  Colleges  (Text) 


Accounting:  A  Systems  Approach  (Teacher  Resource 
Book  and  Answer  Key) 


Accounting:  A  Systems  Approach  (Text)  (3rd  Ed) 


B 


Accounting:  A  Systems  Approach  (Study  Guides  and 
Working  Papers;  (1-7);  (8-11);  (12-16) 


Accounting:  An  Introduction  (Working  Papers: 
Teacher's  Edition) 


Accounting:  An  Introduction  (Student  Workbook) 


Accounting:  An  Introduction  (Teacher 's  Manual) 


Accounting:  An  Introduction  (Text)  (1st  Ed) 


B 


Accounting:  The  Basis  for  Business  Decisions 
(Accounting  Worksheets  Group  A  Chapters  (1-15), 
(14-26);  Group  B  Chapters  (1-15),  (14-26) 


FINANCIAL  MANAGEMENT  RESOURCES 


THEME  CODE: 

FORMATCODE: 

STATUS  CODE: 

LEVEL  CODE: 

JR/SR  raOH  CODE 

A.  User 

p-  Print 

B- Basic 

O-Other 

1  -Introductory' 

J  -  .honor  High 

B.  User/Preparer 

v-  Video 

S- Support 

2  -  Intermedin* 

S  -  Sonar  High 

C.  User/Analyst 

s-  Software 

T-  Teaching 

3- Advanced 

LEVEL 


3      3      3 


THEME 


B 


B 


B 


B 


B 


C     C 


£ 


s 


m 


Accounting:  The  Basis  for  Business  Decisions 
(Instructor's  Guide,  Solutions  Manual) 


Accounting:  The  Basis  for  Business  Decisions  (Text) 
(6th  Ed) 


ACCPAC  PLUS  Application  Workbook 


Afknnarket  Canadian  Business  Simulation 


7.3 


Applications  Workbook  for  Simply  Accounting  (MAC 
Version) 


Applications  Workbook  for  Simply  Accounting: 
Teacher  Support  Package  with  3.S  Disks  (MAC 

Version) 


CA  Simply  Accounting  for  DOS  4.0 


B 


CA  Simply  Accounting  VI  .30  MAC 


B 


Century  21  Accounting:  Advanced  Course  Study 
Guides  and  Working  Papers  Chapters  1-15, 16-24, 
Students  Edition)) 


Century  21  Accounting:  Advanced  Course  (Study 
Guides  and  working  Papers  Chapters  1-15, 16-24, 
Teacher's  Edition) 


Century  21  Accounting:  Advanced  Course  (Teacher 
Reference  Guide) 


P.* 


Century  21  Accounting:  Advanced  Course  -  2nd 
Canadian  Edition  (Text) 


B 


Century  21:  An  Introduction  Course  (3rd  Canadian 
Ed)  Working  Papers  and  Study  Guides:  Chapters  1- 
20,  20-30,  Students  Edition) 


Century  21:  An  Introduction  Course  (3rd  Canadian 
Ed)  Working  Papers  and  Study  Guides  Chapters  1-20, 
20-30,  Teacher's  Edition)) 


1  P 


FINANCIAL  MANAGEMENT  RESOURCES 


THEMECODE:  POBMAT  CODE: 

A  User  p-Print 

B.  User/Preparer  v  -  Video 

C.  User/Analyst  s- Software 


STATUS  CODE: 

LEVEL  CODE: 

JR/SR  HIGH  CODE 

B- Basic 

O-Other 

1  -Introductory 

J- Junior  High 

S-Support 

2  -  Intermediate 

S-SemorHigh 

T-  Teaching 

3  -  Advanced 

LEVEL 


THEME 


B 


B 


B 


B 


B 


I 


■a 

1 
M 


£ 


1 

ttJ     U 


w 


E    5 


u.    H 


v 


Century  21:  An  Introduction  Course  (3rd  Canadian 
Ed)  (Teacher  Reference  Guide) 


/>     T 


Century  21 :  An  Introduction  Course  (Text)  (3rd 
Canadian  Ed) 


B 


Choices,  Chances  &  Control 


J/S 


Computerized  Accounting:  Using  the  Flexware 
General  Ledger  System  (Dos  V4.0):  Teacher's  Guide 

(IBM) 


P<s 


Computerized  Accounting:  Using  the  Flexware 
General  Ledger  System:  Student  Manual 


Designing  an  Accounting  System  Using  ACCPAC 
Simply  Accounting 


P.* 


Designing  an  Accounting  System  Using  ACCPAC 
Simply  Accounting  (Teacher's  Manual) 


P.' 


Dollars  and  Sense:  Reading  and  Interpreting 
Financial  Statements 


Elements  of  Accounting:  A  Senior  Course: 
Instructor's  Guide  and  Solutions 


P.' 


Elements  of  Accounting:  A  Senior  Course:  (Text)  (3rd 
Ed) 


B 


Elements  of  Accounting:  A  Senior  Course:  Study 
Guide  and  Working  Papers  Chapters  (1-5)  (6-11)  (12- 
17) 


Financial  Accounting:  An  Introduction  to  Decision- 
Making  (Instructor's  Resource) 


Financial  Accounting:  An  Introduction  to  Decision- 
Making  (Text)  (2nd  Ed) 


Financial  Accounting  (1-12)  (Text)  (2nd  Ed),  Brief 
Version 


B 


-X 


FINANCIAL  MANAGEMENT  RESOURCES 


THEME  CODE: 

A.  User 

B.  User/Preparer 

C.  User/Analyst 


FORMAT  CODE: 
p-  Print 

v- Video 
s  -  Software 


STATUS  CODE: 
B-  Basic 
S- Support 
T- Teaching 


O-Other 


LEVEL  CODE: 

1  -Irtroductory 

2  -  lflt£nnodul£ 
3-Advanced 


JR/SR  HIGH  CODE: 
J  -  Junior  High 
S -Senior  High 


LEVEL 


THEME 


B 


B 


B 


B 


B 


C     C 


u 


m 


Financial  Accounting  (1-19)  (Text)  (2nd  Ed) 


B 


Management  Accounting  (20-26)  (Text)  (2nd  Ed) 


B 


Financial  Accounting  Study  Guide  and  Demonstration 
Problems  1-19 


Management  Accounting  Study  Guide  and 
Demonstration  Problems  20-26 


Financial  and  Management  Accounting:  Instructor's 
Manual,  Test  Item  File,  Computerized  Test  Item  File, 
Teaching  Transparencies:  Blackline  Masters  for 
Chapters  1-26,  Solutions  Manuals  (1-12, 15-19, 20- 
26),  Solutions  Transparencies  1-26) 


P.s 


Financial  Accounting  (Working  Papers  1-12, 13-19) 


XXX 


Management  Accounting  (Working  Papers  20-26) 


Keeping  Track:  Financial  Accounting 


J/S 


Learning  Simply  Accounting  for  DOS 


Learning  Simply  Accounting  for  DOS:  Teacher's 
Support  Package  (DOS  Version) 


Luggage  Merchant  Practice  Set,  The:  Sole 
Proprietorship  -  Merchandising  with  Payroll,  Business 
Paper  Format-  Manual  Version  (2nd  Ed) 


Luggage  Merchant  Practice  Set,  The:  Sole 
Proprietorship  -  Merchandising  with  Payroll,  Business 
Paper  Format:  Manual  Version:  Solutions  (2nd  Ed) 


Making  Economic  Choices  (Teacher  Resource) 


J/S 


Making  Economic  Choices  (Text)  (1st  Ed) 


B 


J/S 


Managing  for  Excellence:  The  Fundamentals  of 
Canadian  Business  Management  (Text) 


J/S 


FINANCIAL  MANAGEMENT  RESOURCES 


THEME  CODE: 

A.  User 

B.  User/Preparer 

C.  User/Analyst 


FORMAT  CODE: 
p- Print 
v-  Video 

s-  Software 


STATUS  CODE: 
B- Basic 
S- Support 
T- Teaching 


O-Other 


LEVEL  CODE: 

1  -Introductory 

2  -  bftcnnedutc 

3-Advmced 


JR/SR  HIGH  CODE: 

J- Junior  High 
S-ScmorHigh 


LEVEL 


THEME 


Managing  for  Excellence:  The  Fundamentals  of 
Canadian  Business  Mgmt  (Student  Activity  Book) 


Managing  for  Excellence:  The  Fundamentals  of 
Canadian  Business  Mgmt  (Teacher  Resource) 


Maxwell  Jewellery  (Century  2 1 ) 


Microwaves,  Inc.,:  A  Business  Simulation 


Minding  My  Own  Business  Series:  Financing 


Minding  My  Own  Business  Series:  Planning 


Money  Flow,  The 


Not  for  Sale:  Ethics  in  the  American  Workplace 


Numbers 


Principles  of  Accounting:    (Study  Guide  and  Working 
Papers) 


Principles  of  Accounting  :  Study  Guide  and  Working 
Papers  (Teacher's  Edition) 


Principles  of  Accounting  (Text)  (2nd  Ed) 


Principles  of  Accounting:  (Teacher's  Manual) 


School  Accounting  Modules:  Witness  Fitness  Centre, 
An  Accounting  Simulation 


Teach  Yourself  ACCPAC  Simply  Accounting  for 
Windows  (Text) 


Teaching  Taxes  Program  Teacher's  Manual  (1993) 
Revenue  Canada 


Teaching  Taxes  Program  Workbook  (1993)  Revenue 

Canada 


Timson  Rugs:  An  Accounting  Simulation 


V.P 


v.P 


P.s 


P.' 


J/S 


J/S 


Q 


O 


B 


J/S 


J/S 


B 


B 


B 


B 


CO 


B 


■3 


m 

I 
1 


OTHER  RESOURCES 

These  titles  are  provided  as  a  service  only  to  assist  local  jurisdictions  to  identify  resources  that  contain  potentially 
useful  ideas  for  teachers.  Alberta  Education  has  done  a  Tolerance  and  Understanding  audit  and  a  preliminary 
review  of  the  resources;  however,  the  responsibility  to  evaluate  these  resources  prior  to  selection  rests  with  the  user, 
in  accordance  with  any  existing  local  policy. 


Distributor 
Code 


Other  Resources 


Levels/Module  No. 


CCP 


nc 


THA 


MAG 


MAG 


Accounting  for  Canadian  Colleges.  D'Amico,  Vic  and  Ted  Palmer. 
Misslssauga,  ON:  Copp  Clark  Pitman  Ltd.,  1991.  Text,  Study  Guide, 
Teacher  Resource. 

This  text  has  been  designed  to  provide  students  with  a  sound  understanding 
of  both  accounting  procedures  and  basic  accounting  principles,  thinking 
skills,  general  computer  literacy  and  well-developed  personal  characteristics. 
It  is  a  first-year  college  curriculum.  Computer,  applications  answers  shown 
with  Bedford  Integrated  Accounting  MS-DOS,  Lotus  1-2-3  MS-DOS. 
Instructor's  manual  has  line  masters,  computer  activities,  answers  to 
spreadsheets  and  ledgers,  projects  and  test  items  and  answers. 

Choices,  Chances  and  Control.  Toronto,  ON:  Insurance  Institute  of 
Canada,  1993. 

This  video  kit  provides  students  with  an  explanation  of  what  insurance  is 
and  how  it  works,  It  is  designed  for  senior  high  classes  and  includes  lesson 
plans,  activity  sheets  and  teacher  guide  with  the  video. 

Financing.  (Minding  My  Own  Business  Series.)  Vancouver,  BC:  T.H.A. 
Media  Distributors  Ltd.  Video  and  Study  Guide  "Learning  Strategies  for 
Minding  My  Own  Business." 

This  video  (26  minutes)  is  about  women  entrepreneurs  who  have  started  and 
succeeded  in  their  own  businesses.  The  episodes  dealt  with  in  this  video 
show  the  importance  of  having  a  clear  sense  of  the  financial  needs  of  the 
business.  A  Study  Guide  provides  learning  strategies  for  the  student. 

Keeping  Track.  (Financial  Accounting  Something  Ventured  Series.) 
Oakville,  ON:  Magic  Lantern  Communications  Ltd. 

This  video  covers  uses  of  accounting,  generation  of  financial  reports,  a  brief 
discussion  of  balance  sheet,  income  statements  and  cash  flow  analyses.  It 
also  focuses  on  the  importance  of  setting  up  a  proper  accounting  system  at 
the  outset  of  setting  up  a  business. 

Money  Flow,  The.  (Something  Ventured  Series.)  Oakville,  ON:  Magic 
Lantern  Communications  Ltd. 

Stresses  cash  flow  and  the  necessity  of  having  enough  cash  coming  in  to  be 
able  to  meet  cash  requirements. 


301 
302 
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101 


101 
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Other  Resources  (Cont'd.) 


Distributor 

Code 

Other  Resources 

Levels/Module  No. 

1 

2 

3 

scs 

SUN 

MMP 
THA 

SMarket  International  Currency  Simulation.   Pellizer,  Rick  and  Rob 
Smythe.  Burlington,  ON:  Snrythe  Computer  Services  Limited,  1990. 

This  is  a  simulation  in  which  students  attempt  to  m«YiTtii7g  their  equity  by 
buying  and  selling  international  currencies  on  the  basis  of  economic 
indicators  such  as  growth,  inflation,  unemployment,  trade  balance  and 
interest  rates. 

Not  for  Sale:  Ethics  in  the  American  Workplace.  Pleasantville,  NY: 
Sunburst  Communications,  1992. 

This  video  follows  the  progress  of  four  new  employees  to  Kriegers,  a 
fictional  department  store,  through  a  variety  of  moral  and  ethical  dilemmas. 
Issues  dealt  with  include  shoplifting,  insider  theft,  kickbacks,  racism  and 
sexual  harassment  The  video  comes  complete  with  a  leader's  guide,  lesson 
plans  and  discussion  questions.  (105  minutes) 

Numbers.  (Growing  a  Business  -  Series  One.)  Mississauga,  ON:  Marlin 
Motion  Pictures  Ltd. 

The  video  stresses  that  a  knowledge  of  financial  management  skills  is 
required  in  order  to  make  a  profit 

Planning.  (Minding  My  Own  Business  Series.)  Vancouver,  BC:  TJLA. 
Media  Distributors  Ltd.  Video  and  Study  Guide:  "Learning  Strategies  for 
Minding  My  Own  Business 

This  26-minute  video  is  about  women  entrepreneurs  who  have  started  and 
succeeded  in  their  own  businesses.    The  episodes  show  the  importance  of 
planning.  A  Study  Guide  provides  learning  strategies  for  the  student 

101 

101 
101 

303 

304 
306 
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ADDITIONAL  SOURCES 


Available  to  Financial  Management  teachers,  both 
locally  and  provincially,  are  many  sources  of 
information  that  can  be  used  to  enhance  Career  and 
Technology  Studies.  These  sources  are  available 
through  the  community  (e.g.,  libraries,  boards, 
committees,  clubs,  associations)  and  through 
government  agencies,  resource  centres  and 
organizations.  Some  of  these  sources,  e.g., 
government  departments,  undergo  frequent  name 
and/or  telephone  number  changes.  Please  consult 
your  telephone  directory  or  an  appropriate 
government  directory. 

The  following  is  a  partial  list  of  sources  to  consider 

TEACHER-LIBRARIANS 

Planned  and  purposeful  use  of  library  resources  helps 
students  grow  in  their  ability  to  gather,  process  and 
share  information.  Research  activities  require  access 
to  an  adequate  quantity  and  variety  of  appropriate, 
up-to-date  print  and  non-print  resources  from  the 
school  library,  other  libraries,  the  community  and 
additional  sources.  Some  techniques  to  consider  are: 

•  planning  together 

•  establishing  specific  objectives 

•  integrating  research  skills  into  planning. 

Cooperation  between  the  teacher-librarian  and  the 
subject  area  teacher  in  the  development  of  effectively 
planned  resource-based  research  activities  ensures 
that  students  are  taught  the  research  skills  as  well  as 
the  subject  content  Also  see  Focus  on  Research:  A 
Guide  to  Developing  Student's  Research  Skills 
referenced  in  the  Alberta  Education  resources 
section. 

ALBERTA  EDUCATION  SOURCES 

Alberta  Government  telephone  numbers  can  be 
reached  free  of  charge  by  calling  the  RITE  number 
switchboard  in  your  area. 

The  following  monographs  are  available  for 
purchase  from: 


Learning  Resources  Distributing  Centre 

12360  - 142  Street 

Edmonton,  AB 

T5L4X9 

Telephone:  427-2767 

Fax:  422-9750 

Please  consult  the  "Support  Documents"  section  or 
the  "Legal,  Service  and  Information  Publications" 
section  in  the  Buyers  Guide  for  ordering  information 
and  costs. 

Developmental  Framework  Documents 

•  The  Emerging  Student:  Relationships  Among 
the  Cognitive,  Social  and  Physical  Domains  of 
Development,  1991 

This  document  looks  at  the  whole  child,  or  student, 
as  a  productive  learner,  integrating  all  the  domains 
of  development:  cognitive,  social  and  physical.  It 
emphasizes  the  need  for  providing  balanced 
curriculum  and  instruction. 

•  Students'  Interactions  Developmental 
Framework:  The  Social  Sphere,  1988 

This  document  focuses  on  the  student  as  a  social 
being.  It  looks  at  the  student's  affective  or  emotional 
growth  and  examines  moral  development  These 
three  domains  make  up  the  social  sphere. 

•  Students'  Physical  Growth:  Developmental 
Framework  Physical  Dimension,  1988 

This  document  examines  children's  normal  physical 
growth  in  three  areas:  perceptual,  structural  and 
motor  development  In  none  of  these  areas  is  the 
child's  growth  in  a  single  continuous  curve 
throughout  the  first  two  decades  of  life.  Physical 
growth  is  characterized  by  periods  of  rapid  growth 
and  periods  of  slower  growth.  Consequently, 
differences  and  changes  in  growth  patterns  may 
affect  the  timing  of  certain  learning  processes. 


Financial  Management  /  5/4/95  /  L23 


•      Students'  Thinking:  Developmental  Framework 
Cognitive  Domain,  1987 

This  document  explores  children's  cognitive 
development  from  infancy  to  adolescence.  The 
Piagetian  stages  of  pre-operauonaL  concrete 
operational  and  formal  operational  thinking  are 
explained.  Suggestions  for  improving  the  learning 
process  are  also  presented. 

Others 


ACCESS  Network 

3720  -  76  Avenue 

Edmonton,  AB 

T5B  2N6 

Telephone:  (403)  440-7777  (in  Edmonton) 

H800)  352-8293 

(outside  Edmonton) 

Agriculture,  Food  &  Rural  Development 
General  Information:  (403)  427-2727 
District  offices  have  financial  information  such  as 
software  packages  and  pamphlets. 


•  Focus  on  Research:  A   Guide  to  Developing 
Students'  Research  Skills,  1990 

This  document  outlines  a  resource-based  research 
model  that  helps  students  manage  information 
efficiently  and  effectively,  and  in  this  process,  to 
gain  skills  that  are  transferable  to  all  school  and 
work  situations.  This  model  provides  a 
developmental  approach  to  teaching  students  how  to 
do  research. 

•  Teaching  Thinking:  Enhancing  Learning,  1990 

Principles  and  guidelines  for  cultivating  thinking, 
ECS  to  Grade  12,  have  been  developed  in  this 
resource.  It  offers  a  definition  of  thinking,  describes 
nine  basic  principles  on  which  the  suggested 
practices  are  based,  and  discusses  possible 
procedures  for  implementation  in  schools  and 
classrooms. 

OTHER  GOVERNMENT  SOURCES 

ACCESS  Network 

ACCESS  Network  offers  a  variety  of  resources  and 
services  to  teachers.  For  a  nominal  dubbing  and  tape 
fee,  teachers  may  have  ACCESS  Network  audio  and 
video  library  tapes  copied.  ACCESS  Network 
publishes  listings  of  audio  and  video  cassettes  as  well 
as  a  comprehensive  programming  schedule. 

Of  particular  interest  are  the  Career  and  Technology 
Studies  videos,  which  are  available  with  utilization 
guides.  The  guides  outline  key  points  in  each  video 
and  suggest  questions  for  discussion,  classroom 
projects  and  other  activities.  Video  topics  are  listed 
in  the  Support  Learning  Resources  section  of  this 
Guide.  The  videos  and  accompanying  support 
material  can  be  obtained  from: 


Alberta     Advanced     Education     and     Career 

Development 

Information  Development  and  Marketing 

9th  Floor,  City  Centre  Building 

10155  - 102  Street 

Edmonton,  AB 

T5J4L5 

Telephone:  (403)  422-1794 

Fax:(403)422-5126 

Career  Information  Catalogue  Update,  1994 
The  Career  Planner 

Alberta  Economic  Development  and  Tourism 

Strategic  Planning  and  Research 

9th  Floor,  Sterling  Place 

9940  -  106  Street 

Edmonton,  AB 

T5K2P6 

Telephone:  (403)  422-9494 

Fax:  (403)  422-5922 

Financing  a  Small  Business 
Starting  a  Small  Business 

District  Taxation  Office 

Revenue  Canada,  Taxation  is  served  by  regional 

offices  throughout  Alberta. 

In  addition  to  the  Teaching  Taxes  Program  listed 
under  the  authorized  resources  these  offices  provide 
taxation  information,  forms,  and  in  some  cases,  film*; 
and  speakers. 

Federal  Business  Development  Bank 

PO  Box  335 

Tour  de  la  Place- Victoria 

Montreal,  PQ 

H4Z1L4 
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Regional  offices  in  Calgary  (292-5000),  Edmonton 
(495-2277),  Grande  Prairie  (532-8875),  Lethbridge 
(328-9681)  and  Red  Deer  (340-4203)  have  a  variety 
of  resources  to  assist  small  and  medium-sized 
businesses.  They  also  publish  PROFITS  four  times  a 
year.  Speakers  may  also  be  available. 

Federal/Provincial  Consumer  Education  and 
Plain  Language  Task  Force 

c/o  Manitoba  Textbook  Bureau 
277  Hutchings  Street 
Winnipeg,  MB 
R2X  2R4 

Project  Real  World:  Economic  Living  Skills  for  High 
School  Students 

National  Film  Board  of  Canada  (NFB) 
The  NFB  has  numerous  films  and  videotapes  that 
may  be  suitable  for  Financial  Management  For  a  list 
of  NFB  films  and  videotapes  indexed  by  title,  subject 
and  director,  or  for  rental  or  purchase  of  NFB  films 
and  videotapes,  call  1-800-267-7710  (toll-free). 

Educational  Marketing  Officers  in  Calgary  and 
Edmonton  are  available,  province  wide,  for 
workshops,  conferences,  professional  development 
days  and  similar  activities.  For  northern  Alberta  and 
the  Northwest  Terroritories,  the  Educational 
Marketing  Officer  can  be  reached  at  495-3012  (fax, 
495-6412).  For  southern  Alberta,  contact  the 
Educational  Marketing  Officer  at  292-5411  (fax, 
292-5458). 

ACCESS  Network  and  some  school  boards  have 
acquired  duplication  rights  to  some  NFB  videotapes. 
Please  consult  the  relevant  catalogues  in  your  school 
or  school  district 

The  Calgary  Public  Library  has  a  selection  of  NFB 
films  and  videotapes  that  can  be  borrowed  free  of 
charge  with  a  Calgary  Public  Library  borrower's 
card  For  further  information,  contact: 


Public  Libraries 

Business  materials,  usually  shelved  in  a  special  area, 
may  include  annual  reports  from  C?"f»d«a"  public 
companies  and  business  organizations,  and  booklets, 
magazines,  newspapers  and  periodicals  such  as 
Alberta  Business,  Business  Week,  Canadian 
Business,  Fortune,  Trade  and  Commerce,  Small 
Business,  The  Financial  Post,  Wall  Street  Journal 
and  The  Globe  and  Mail. 

Resource  Centres 

Urban  Resource  Centres 

Director 

Learning  Resource  Services 

County  of  Strathcona 

2001  Sherwood  Drive 

Sherwood  Park,  AB 

T8A3W7 

Telephone:  (403)  464-8235 

Coordinator  of  Instruction 

Red  Deer  Public  School  Board 

4747  -  53  Street 

Red  Deer,  AB 

T4N2E6 

Telephone:  (403)  343-1405 

Supervisor 

Instructional  Materials 

Calgary  Separate  School  Board 

1000  -  5  Avenue  SW 

Calgary,  AB 

T2P0N7 

Telephone:  (403)  246-6663 

Supervisor 

Education  Media 

Calgary  Board  of  Education 

3610  9  Street  SE 

Calgary,  AB 

T2G  3C5 

Telephone:  (403)  294-8540 


Calgary  Public  Library 

Films  and  Recordings  Department 

616  Macleod  Trail  SE 

Calgary,  AB 

T2G2M2 

Telephone:  260-2650 

Fax:  292-5458 


Learning  Resource  Consultant 

Edmonton  Public  School  Board 

Centre  for  Education 

Edmonton,  AB 

T5H4G9 

Telephone:  (403)  429-8320 


Financial  Management  /  5/4/95  /  L25 


IMC  Manager 

Medicine  Hat  School  District 

601  -  1  Avenue  SW 

Medicine  Hat,  AB 

T1A  4Y7 

Telephone:  (403)  526-1323 

Supervisor 

Curricular  Resources 

St  Anthony's  Teacher  Centre 

10425  -  84  Avenue 

Edmonton,  AB 

T6E2H3 

Telephone:  (403)  439-7356 

Area  Superintendent 

lakeland  Public  School  District  No  5460 

Postal  Bag  1001 

Bonnyville,  AB 

T9N  2J7 

Telephone:  (403)  826-3145 

Fax:  (403)  826-4600 

Regional  Resource  Centres 

Zone  1 

Film  Supervisor 

Zone  One  Regional  Resource  Centre 

10020  - 101  Street 

Box  6536 

Peace  River,  AB 

T8S1S3 

Telephone:  (403)  624-3187 

Zone  2/3 

Film  Supervisor 

Central  Alberta  Media  Services  (CAMS) 

2017  Brentwood  Boulevard 

Sherwood  Park,  AB 

T8A0X2 

Telephone:  (403)  464-5540,  467-88% 

Zone  4 

Operations  Manager 

Alberta  Central  Regional  Education  Services 

(ACRES) 

County  of  Lacombe 

Parkland  Regional  Library  Building 

56  Avenue  &  53  Street  Corner 

Box  3220 

Lacombe,  AB 

T0C1S0 

Telephone:  (403)  782-5730 


Zone  5 

Film  Supervisor 

South  Central  Alberta  Resource  Centre  (SCARC) 

County  of  Wheatland 

Westmount  School 

Wheatland  Trail 

Box  90 

Strathmore,  AB 

T0J3H0 

Telephone:  (403)  934-5028 

Zone  6 

Film  Supervisor 

Southern  Alberta  Learning  Resource  Centre 

(SALRC) 

Provincial  Government  Administration  Building 

909  Third  Avenue  North,  Room  #120 

Box  845 

Lethbridge,  AB 

T1J  3Z8     . 

Telephone:  (403)  320-7807 

Statistics  Canada 

Regional  Office 

8th  Floor,  Park  Square 

10001  Bellamy  Hill 

Edmonton,  AB 

T5J3B6 

Telephone:  (403)  495-3023 

Fax:(403)495-5318 

Produces   periodicals   and    reports    listed    in   the 
Statistics  Canada  Catalogue. 

PROFESSIONAL  ASSOCIATIONS 

The  Canadian  Institute  of  Chartered  Accountants 

150  Bloor  Street  West 
Toronto,  ON 
M5S2Y2 

CICA   Publications    describes    many    publications 
available. 

Certified    General    Accountants   Association    of 
Canada 

700,  1188  West  Georgia  Street 

Vancouver,  BC 

V6E4A2 
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Certified  Genera]  Accountants  of  Alberta 

1410,  555 -4  Avenue  SW 

Calgary,  AB 

T2P3E7 

Telephone:  (403)  299-1300 

Fax:  (403)  299-1339 

The  CGA  provides  career  information  as  well  as  the 
School  Accounting  Modules. 

The  Institute  of  Chartered  Accountants  of  Alberta 

580  Manulife  Place 

10180  - 101  Street 

Edmonton,  AB 

T5J4R2 

Telephone:  (403)  424-7391 

The  Society  of  Management  Accountants 

Box  2150 
Hamilton,  ON 
L8N4A5 

Provides  career  information  concerning  the  Certified 
Management  Accountant's  program.  Inquire  about 
the  Management  Profile  package,  which  has  two 
videos,  case  study  notes  for  students  and  teacher 
notes. 

The  Society  of  Management  Accountants  of 
Alberta 

1800,  125  -  9  Avenue  SE 

Calgary,  AB 

T2G0P6 

Telephone:  1-800-332-1106 

OTHER  ASSOCIATIONS  /  ORGANIZATIONS 


Money  and  Banking  Modules  (teacher  resource  - 
duplication  permission  granted  when  used  by 
schools) 

Canadian  Bankers  Association 

600,  The  Exchange  Tower 

PO  Box  348 

2  First  Canadian  Place 

Toronto,  ON 

M5X1E1 

Telephone:  (416)  362-6092 

Fax:  (416)  362-7705 


Working  with   Your 


Financing  a  Small  Business: 

Bank 

Helping  You  Bank 

Starting  a  Small  Business 


Canadian  Foundation  for  Economic  Education 

501, 2  St.  Clair  Avenue  West 

Toronto,  ON 

M4V  1L5 

Telephone:  (416)  968-2236 

Fax:(416)968-0488 

Canadian  Imperial  Bank  of  Commerce 

Commerce  Court 

Toronto,  ON 

M5L1A2 

Telephone:  (416)  980-2211 

Fax:  (416)  861-3666 

Canadian  Securities  Institute 

2330,  355 -4  Avenue  SE 
Calgary,  AB 
T2P0J1 


Alberta  Foundation  for  Economic  Education 

901,  10179  -  105  Street 

Edmonton,  AB 

T5J1E2 

Telephone:  (403)  421-9331 

Fax:  (403)  426-2987 

The  Chartered  Banks  and  Canada 's  Economy 
Using  Money  Wisely 

Bank  of  Montreal 

Communications  Assistant 

Public  Affairs 

PO  Box  6002 

Place  D'Armes 

Montreal,  PQ 

H2Y3S8 

Telephone:  (514)  555-1212 


The  Conference  Board  of  Canada 

255  Smyth  Road 

Ottawa,  ON 

K1H  8M7 

Telephone:  (613)  526-3280 

Fax:  (613)  526-4857 

Employability  Skills  Profile  -  outlines  the  skills  that 
employers  look  for  in  new  employees. 
Economic  Forecast:  Provincial  Outlook  (research 
reports,  personalized  information  services). 

Credit  Granters  Association  of  Canada 

Edmonton  Chapter 

Box  4530 

Edmonton,  AB 

T6E5G4 
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The  Globe  and  Mail 

Advertising  Department 

The  Globe  and  Mail 

444  Front  Street  West 

Toronto,  ON 

M5S2Y2 

Telephone:  1-800-387-5400 

A  monthly  classroom  edition  of  the  Globe  and  Mail 
is  available  in  bundles  of  30  student  copies  plus  a 
teacher's  guide  for  an  annual  subscription.  The 
Globe  and  Mail  supplies  a  wide  variety  of  annual 
financial  reports  for  Canadian  corporations. 

The  Insurance  Institute  of  Canada 

6th  Floor,  18  King  Street  East 

Toronto,  ON 

M5C1C4 

The  Institute  has  a  free  educational  package  Choice 
Chance  Control. 

Institute  of  Canadian  Bankers 

Western  Region 
550 -6  Avenue  SW 
Calgary,  AB 
T2P0S2 


Investment  Dealers  Association 

2330, 355 -4  Avenue  SW 

Calgary,  AB 

T2P0J1 

Telephone:  (403)  262-6393 

Royal  Bank  of  Canada 

Public  Affairs 

335  -  8  Avenue  SW 

Calgary,  AB 

T2P  2N5 

Telephone:  (403)  292-3493 

Fax:  (403)  292-3017 

Your  Business  Matters  (series) 
Your  Money  Matters  (series) 

Rural  Education  and  Development  Association 

.14815 -119  Avenue 
Edmonton,  AB 
T5L2N9 

Telephone:  (403)  451-5959 
Fax:  (403)  452-5385 

Co-operative  Finance 

This  high  school  resource  module  is  designed  to 
provide  students  with  an  understanding  of  the 
financial  industry.  Cooperative  Resource  Materials 
Program  (CRM)  provides  teachers  in  Alberta  with 
inservices  and  resources  for  teaching  about 
cooperative  values  and  practices. 
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DISTRIBUTOR  DIRECTORY 

The  entries  in  the  distributor  directory  are  arranged  alphabetically  by  code. 


Code 

Distributor/Address 

Telephone/Fax 

ACC 

ACCESS  Network 
3270  -  76  Avenue 
Edmonton,  AB 
T6B2N9 

(403)  440-7777 
Fax:  (403)  444- 
8899 
1-800-352-8293 

CCP 

Copp  Clark  Pitman  Ltd. 

See  LRDC  Buyers  Guide  for  Information 

FPA 

Federal  Public  Affairs 
Revenue  Canada 
9700  Jasper  Avenue 
Edmonton,  AB 
T5J  4C3 

(403)495-4173 

nc 

Insurance  Institute  of  Canada 
6th  Floor,  18  King  Street 
Toronto,  ON 
M5C1C4 

(416)  362-8586 
Fax:  362-1126 

LRDC 

I  .earning  Resources  Distributing  Centre 
12360  -  142  Street 
Edmonton,  AB 
T5L4X9 

(403)  427-2767 
Fax:  422-9750 

MAG 

Magic  Lantern  Communications  Ltd. 
201  -6700  #3  Road 
Richmond,  BC 
V6Y2C3 

(604)273-811 
1-800-263-1818 
Fax:  273-8171 

MMP 

Marlin  Motion  Pictures  Ltd. 
211  Watline  Avenue 
Mississauga,  ON 
L4Z1PD 

(416)  890-1500 
Fax:  890-6550 

SCS 

Smythe  Computer  Services  Limited 
3273  Whispering  Pine  Road 
Burlington,  ON 

L7M2R4 

(416)332-4449 
Fax:  820-8369 

SUN 

Sunburst  Communications 
P.O.  Box  3240  Station  F 
Scarborough,  ON 
M1W  9Z9 

1-800-247-6756 

THA 

THA  Media  Distributors 

See  LRDC  Buyers  Guide  for  Information 

WJL 

John  Wiley  &  Sons  Canada  Ltd. 

See  LRDC  Buyers  Guide  for  Information 
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Introduction  to  Financial  Management 

(FIN101) J.l 

Advanced  Financial  Accounting  Procedures 

(FIN301) J.7 
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EDUCATION 
CURRICULUM  STANDARDS  BRANCH 


( 


FINANCIAL    MANAGEMENT 


INTRODUCTION  TO  FINANCIAL  MANAGEMENT  (FIN101) 


TAKE  THIS  MODULE? 


0  Open  the  door  to  the  world  ot  business. 

0  Make  sense  ot  your  personal  finance. 

0  Sharpen  your  business  decision-making  skills. 

0  Check  out  your  ethics  IQ. 


DO  YOU  NEED  TO  KNOW 
BEFORE  YOU  START? 


0  No  prerequisite  or  financial  experience  is  required. 

0  A  willingness  to  learn. 

0  Acceptance  of  responsibility  for  your  learning. 

0  The  ability  to  follow  oral  and  written  instructions. 
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WILL  YOU  KNOW  AND 
BE  ABLE  TO  DO 
WHEN  YOU  FINISH? 


0   Recognize  the  importance  of  ethical  conduct. 

0   Develop    an    awareness    of    personal    and    small 
Pusiness  financial  management. 

0   Demonstrate  effort  to  develop  Pasic  competencies. 


SHOULD  YOUR  WORK  BE  DONE? 


( 
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WILL  YOUR  MARK  FOR  THIS 
MODULE  BE  DETERMINED? 


PERCENTAGE 

0    Concept  tests  and/or  assignments. 
0    Practical  exercises  and  projects. 
0    Portfolio  items  (optional). 

30-50% 

40-60  % 

5-10% 

RESOURCES  MAY  YOU  USE? 


0   Making  Economic  Choices,  Copp  Clark  Pitman. 

0   Videos  and  teacher  resources  (see  Learning  Resource  Guide 
ACCESS  -  Making  Ethical  Decisions,  The  Ethics  Jungle). 

0   Newspapers,  magazines,  periodicals. 

0   Sample  brochures  and  banking  forms  from  financial  institutions. 

0    Choices,  Changes  and  Control. 
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1 .  Read  the  following  and  with  the  help  of  your  teacher,  fill  in  the  calendar  indicating  when  you 
will  complete  each  activity. 

2.  View  the  video(s)  on  ethics  and/or  read  the  information  supplied  by  your  teacher  to  complete 
two  of  the  following: 

•  answer  the  questions  provided  in  the  guide  that  accompanies  the  video 
OR 

•  prepare  a  code  of  ethics  with  a  minimum  of  ten  items  for  an  organization  with  which  you 
are  familiar  (e.g.,  students'  union,  a  club,  school  team,  graduation  committee) 

OR 

•  compare  the  codes  of  ethics  of  three  organizations,  businesses  and/or  professions 
OR 

•  analyze  at  least  five  case  studies  and  determine  the  difference  between  ethical  and 
legal  behaviour  and  provide  this  information  to  the  class  in  the  form  of  a  presentation. 

3.  Begin  a  glossary  of  financial  management  terms  that  will  be  used  in  this  module  and  that  will 
be  expanded  if  you  take  other  modules.  (TIP:  save  this  on  a  disk.) 

4.  Alone  or  in  a  group  select  a  topic  and  prepare  a  research  report  discussing  how 
environmental,  social/legal  and  human  resource  issues  create  change  in  the  economic 
environment.  (Suggested  topics:  smoking,  waste  management,  recycling,  clean  water, 
forced  early  retirement.) 

5.  Choose  a  product.e.g.  oil,  wheat,  computers,  software.and  show  how  it  may  be  affected  by 
competition,  world  markets,  price  changes  and/or  interest  rates.  Discuss  with  your  teacher 
the  possibilities  for  presenting  this  information  in  the  form  of  a  bulletin  board  display,  comic 
strip,  video,  report,  etc.  Agree  on  the  format  you  will  use. 

6.  Gather  materials  from  a  variety  of  financial  institutions  and  compare  the  services  offered  by 
these  institutions.  From  the  materials  gather,  prepare  and  present  your  findings. 

7.  Complete  banking  documentation  required  for  bank  transactions  as  directed  by  your 
teacher. 

8.  Complete  a  set  of  problems  that  compares  simple  and  compound  interest  costs. 

9.  Using  an  example,  describe  the  potential  problems  of  using  credit. 

1 0.  Explain  the  three  c's  of  credit  (character,  capacity,  collateral)  and  describe  a  scenario 
where  all  three  would  be  present,  and  a  scenario  where  one  is  missing. 


I 
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1 1 .  View  the  video,  Choice,  Chances  and  Control,  and/or  read  information  as  directed  by  your 
teacher  and  complete  one  of  the  following: 

•  you  are  an  insurance  agent.  Write  a  letter  to  a  small  business  telling  it  what  it  needs  to 
protect  the  business  and  the  owners  from  risk 

OR 

•  your  1 9-year  old  friend  is  moving  away  from  home  and  now  he  needs  insurance.  Write 
olit  what  your  recommendations  would  be 

OR 

•  ask  your  family  what  kind  of  insurance  coverage  they  have,  analyze  the  coverage  and 
explain  whether  it  is  adequate  and  if  not  what  you  would  recommend. 

12.  You  want  to  start  a  small  business  that  will  have  three  employees.  Describe  what  government 
regulations  you  will  be  required  to  follow;  e.g.,  federally  -  income  tax,  payroll  deductions; 
provincially  -  taxes,  labour  laws,  WCB;  municipally  -  business  tax,  licences  required. 

1 3.  Complete  the  test  that  will  be  given  to  you  by  your  teacher. 
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FINANCIAL    MANAGEMENT 


ADVANCED  FINANCIAL  ACCOUNTING  PROCEDURES  (FIN301) 


TAKE  THIS  MODULE? 


0You  will  focus  your  skills  on  mastery  of  advanced 
accounting  procedures  that  relate  to  realistic  business 
situations. 

0  You  will  explore  a  variety  of  procedures  used  to  establish 
the  value  of  assets.  Some  concepts  included  are  capital 
cost  allowances,  uncollectible  accounts,  inventory. 


DO  YOU  NEED  TO  KNOW 
BEFORE  YOU  START? 


Successful     completion     of     FIN203:     Completing     an 
Accounting  Cycle  for  a  Merchandising  Business. 
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WILL  YOU  KNOW  AND 
BE  ABLE  TO  DO 
WHEN  YOU  FINISH? 


1 


Upon  completion  of  this  module  you  will  be  able  to: 

0  define  terms  relevant  to  capital  assets,  uncollectible 
accounts,  accruals,  inventory,  owner's  eauity  and 
one  of  the  following:  contract  bids,  manufacturing  or 
departmental  accounting 

0  apply  accounting  procedures  that  relate  the  above 
terms  to  realistic  business  situations 

0   demonstrate  effort  to  refine  basic  competencies. 


SHOULD  YOUR  WORK  BE  DONE? 
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WILL  YOUR  MARK  FOR  THIS 
MODULE  BE  DETERMINED? 


PERCENTAGE 

Ef    Concept  tests  and/or  assignments. 
0    Practical  exercises  and  projects. 
0    Portfolio  items. 

20-30% 

60-70% 

5-1 0% 

RESOURCES  MAY  YOU  USE? 


Two  resources  are  referred  to  as  a  guideline.  For  other  resources,  see 
Learning  Resource  Guide. 

0  Century  21  Accounting:  Advanced  Course,  Nelson  Canada. 

0  Financial  Accounting  (1-12),  Prentice-Hall  Canada  Inc. 

0  Management  Accounting,  Prentice-Hall  Canada  Inc. 

0  Videos  or  other  material  (software). 

Note:    Extra  materials  on  bank  reconciliations  will  need  to  be 
provided  by  the  teacher. 
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1 .  Read  the  following  activities  and  with  the  help  of  your  teacher,  fill  in  your  calendar  indicating 
when  you  will  complete  each  activity.  Note:  Assignments/worksheets  may  be  computer 
generated  or  manual. 

2.  As  you  complete  the  assignments  for  the  module  and  as  you  read  the  appropriate  resources, 
add  to  your  glossary  all  terms  related  to  capital  assets,  uncollectible  accounts,  inventory, 
accruals  and  bank  reconciliations. 

3.  Read  the  section  of  the  text  on  Capital  Assets  [Century  21,  pages  31 4-347;  Financial 
Accounting,  pages  431-472).  Complete  problems  as  directed  by  your  teacher  related  to  the 
following: 

•  prepare  a  schedule  showing  calculation  of  depreciation  of  a  fixed  asset  using  various 
amortization  methods 

•  identify  the  concept  of  recording  items  as  assets  or  as  expenses  by  recording 
appropriate  adjusting  entries 

•  record  entries  in  the  appropriate  journal  for  buying  and  disposing  of  fixed  assets 

•  record  the  depreciation  of  a  fixed  asset 

•  research  a  depleting  natural  resource  and  prepare  a  report. 

4.  Read  the  section  of  the  text  on  Uncollectible  Accounts  [Century  21,  pages  292-306;  Financial 
Accounting,  pages  353-360).  Complete  problems  as  directed  by  your  teacher  related  to  the 
following: 

•  prepare  a  worksheet  calculating  the  aging  of  accounts  receivable 

•  prepare  journal  entries:  using  the  allowance  method  write  off  uncollectible 
accounts/collection  of  uncollectible  accounts 

•  prepare  a  report  on  the  different  methods  of  calculating  the  value  of  uncollectible 
accounts  receivable 

•  demonstrate  by  using  T  accounts  the  effect  of  writing  off  uncollectible  accounts  by 
using  two  methods  (display). 

5.  Select  chapters  on  inventory  planning  and  evaluation  [Century  21,  pages  479-496;  Financial 
Accounting,  pages  393-  41 0)  and  complete: 

•  selected  activities  as  chosen  by  your  teacher 
OR 

•  select  an  area  in  your  school  (e.g.,  Art  Department,  Textbooks,  Computers,  Automotives) 
and  take  an  inventory.  Record  the  value  of  the  inventory.  Remember  to  make 
adjustments  for  obsolete  inventory.  Present  final  draft  to  your  instructor. 

OR 

•  select  three  to  five  businesses.  Prepare  a  survey  guestionnaire  on  inventory  methods 
(have  it  checked  by  your  teacher)  and  report  back  to  the  teacher  or  class. 

OR 

•  become  involved  in  an  actual  inventory  count  in  a  local  business.  Report  on  the 
methods  used  and  your  overall  experience. 
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6.  Read  the  section  on  revenue  and  expense  accruals  [Century 21,  pages  349-370,  376-387; 
Financial  Accounting,  pages  94-1 08).  Complete  problems  as  directed  by  your  teacher 
AND/OR 

•  prepare  journal  entries  to  update  general  ledger  accounts  (accruals,  payroll,  etc.) 

•  demonstrate  the  effect  of  adjustments  on  accruals  by  using  T  accounts. 

7.  Read  material  as  assigned  on  bank  reconciliations  [Century  21,  pages  52-53;  Financial 
Accounting,  pages  309-31 4)  and  complete  assignments  as  directed  by  your  teacher  AND/OR 

•  collect  copies  of  bank  reconciliations  forms  from  a  variety  of  financial  institutions  and 
compare  the  forms 

•  explain  ten  of  the  abbreviations  listed  on  the  back  of  the  bank  statements  and  describe 
when  and  why  a  particular  item  might  appear  on  your  bank  statement  and  when  you 
would  need  to  include  it  on  your  bank  reconciliation  statement 

OR 

•  use  bank  statements  and  other  data  from  students'  union,  personal  accounts,  sports 
accounts,  etc.,  and  complete  bank  reconciliation  statements 

•  use  a  computer  software  package  as  access  permits  to  transfer  data  to  a  computer. 

8.  Read  sections  on  owner's  equity  [Century  21,  pages  41 5-424,  675-685;  Financial  Accounting, 
pages  571-573,  61 4-61 6)  and  complete  problems  as  directed  by  your  teacher  AND/OR 

•  discuss  reasons,  other  than  monetary,  that  affect  changes  in  owner's  equity  in 
partnerships  and  corporations 

•  discuss  economical  reasons  for  changes  in  owner's  equity  in  partnerships  and 
corporations     ' 

•  complete  case  studies  on  admission  of  partners. 

9.  After  discussion  with  your  teacher,  complete  one  of  the  following: 

•  activities  related  to  manufacturing  [Century 21,  pages  621  -633;  Management 
Accounting,  pages  964-1 008) 

OR 

•  activities  related  to  departmental  accounting  [Century  21,  pages  601  -61 4;  Management 
Accounting,  pages  1 1 00-1 1 04) 

OR 

•  activities  related  to  contract  bids,  such  as: 

a.  consult  newspapers  for  tenders  that  are  advertised  and  consult  the  company 
regarding  what  they  must  consider  before  advertising  a  tender 

b.  contact  a  contractor,  car  dealer,  etc.,  to  be  a  guest  speaker  for  the  class  to  discuss 
tenders  and  contract  bids.  Summarize  the  information 

c.  research  people  who  bid  for  their  work.  Record  your  list,  make  appropriate  comments, 
and  hand  it  in. 
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